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PURPOSE: This policy describes the Portsmouth Police Department’s guidelines concerning 
the use of force and its limitations, sanctioned means of force, prohibited activities, and 
reporting requirements. 


GUIDELINES: Portsmouth Police Department members will use only the force reasonably 
necessary to protect themselves or other persons from bodily harm, to maintain public order, or 
to effect an investigative detention or arrest of an individual. Officers will not unreasonably or 
unnecessarily endanger themselves or the public in their force application. The Department 
issues all sworn personnel copies of this Use of Force policy and trains them in its application 
before they engage in law enforcement activities. Review of this policy is a mandated part of all 
annual or semi-annual weapons training. [1.3.1, 1.3.11, 1.3.12] 


DEFINITIONS: [1.3.2] 
Deadly Force: Firing a firearm, even though no intent exists to kill or inflict bodily harm; any 
force applied, by any means, which an officer could reasonably expect will cause death or 


serious physical injury. 


Non-Deadly (Non-Lethal) Force: Force employed, which is neither likely nor intended to cause 
death or serious physical injury. 


Serious Physical Injury: Injury which creates a substantial risk of death or which is likely to 
cause serious, permanent disfigurement or loss of any body part or organ. 


Excessive Force: The application of force which exceeds the level appropriate for the 
circumstances. 


Reasonable Belief: A belief, based on specific and articulable facts which, taken together with 
rational inferences from those facts, reasonably warrant an officer's actions. 


PROCEDURES: 
I. Use of Force Considerations 
A. Officers are frequently confronted with situations requiring the use of force to make an 


arrest and/or ensure public safety. The degree of force used depends on what the officer 
perceives as reasonable and necessary based upon the totality of circumstances. Facts 


OPR-01 Use of Force (08.03.11) Page 1 of 7 


or circumstances unknown to the officer will not be considered in later determining 
whether or not the force was justified. [1.3.1] 


B. That a subject is fleeing should not be the sole justification for police use of force. 
Officers should consider the severity of the offense and the totality of the circumstances 
before using force on a fleeing subject. 


C. The department expects officers to employ only the force objectively reasonable, based 
upon existing facts and circumstances, to accomplish a lawful purpose. An officer may 
resort to a greater degree of force to overcome increasing resistance or an increasingly 
dangerous threat to public safety; however, the level of response must be commensurate 
with the level of threat presented. 


ll. Use of Force Continuum 


A. The Department trains officers in a use-of-force continuum for guidance in determining 
both the level of threat faced and the appropriate degree of force to use in response to 
that threat. The Department expects officers to use techniques in accordance with 
Department sanctioned training. [1.3.1] 


1. Professional Presence/Identification — An officer’s presence in uniform displaying the 
badge of authority constitutes a psychological use of force. Officers not in uniform at 
the time of citizen contact must identify themselves as officers and clearly display the 
badge of authority. 


2. Verbalization - The manner in which an officer speaks to a person can effectively 
manage a situation. Verbalization includes advice, persuasion, commands, orders 
and warnings. Use of profanity or disrespectful or argumentative behavior is 
prohibited. 


3. Soft Control Techniques - Basic defensive tactics maneuvers designed to gain 
compliance with minimal resistance. Soft control techniques do not include the use of 
extreme physical force by the officer. 


4. Intermediate Techniques - An officer may employ intermediate force options such as 
Aerosol Subject Restraint (ASR) spray, or an Electronic Control Weapon (ECW) when 
faced with a combative subject, or if soft control techniques fail to gain compliance 
and/or the situation escalates. 


5. Hard Control Techniques- Officers may utilize the police baton or employ defensive 
tactics maneuvers designed to exert greater force than the subject being controlled is 
using. Officers may use department sanctioned defensive tactics maneuvers, 
including taking the subject to the ground, to control them. 


6. Special Impact Munitions/Police Canine - Department approved options including, but 
not limited to, beanbag munitions or a police canine (See ORG-15) may be used to 
gain compliance. Special impact munitions and canines are not designed to be lethal; 
however, the possibility of death resulting from their use does exist. Officers shall 
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deploy special impact munitions and police canines in accordance with training 
guidelines and shall not deploy them in situations where deadly force is warranted 
without adequate lethal coverage present. [1.3.4] 


7. Lethal (Deadly) Force - The use of a firearm or any other means of force that can 
result in death is justified only: [1.3.2] 


a. In defense of human life, including the officer's life, or in defense of any person 
in immediate danger of serious physical injury or death. 


b. To prevent the escape of a felony suspect only when the officer reasonably 
believes the person will inflict death or serious physical harm on the officer or 
others if apprehension is delayed, and the officer has exhausted all other 
reasonable means of capture. 


c. To kill dangerous animals when no other disposition is practical (officers will 
seek a Supervisor's approval whenever possible). 


B. Shooting at occupants of moving vehicles is authorized ONLY when: 


1. Any occupant is clearly using or preparing to use deadly force by a means other 
than the vehicle. 


2. A vehicle is operated in a manner deliberately intended to strike an officer or a 
citizen, and other reasonable means of defense (including moving out of the path 
of the vehicle) have been exhausted (or are not available), and the officer’s actions 
will not unduly jeopardize the safety of innocent persons. 


3. The most extreme life threatening circumstances exist and there are no other 
reasonable means available to counter the imminent deadly force. 


4. Officers will not fire shots at or in the direction of a vehicle that no longer poses 
an immediate threat. 


Ill. Prohibited Acts/Unauthorized Weapons 


A. Employees are generally prohibited from using any weapons or means of force not 
issued or approved by this department. Unit and Shift Commanders are responsible for 
ensuring that subordinates use only authorized equipment. The Training Unit is 
responsible for ensuring that proper training and/or instruction in its use is provided and 
properly documented. 


B. The use of handcuffs, radios, firearms, and flashlights as striking weapons is generally 
prohibited. Officers may use an object that is designed for use other than as a weapon 
only to defend themselves or others from imminent physical injury or death, and then 
only when other departmentally sanctioned methods are not readily available or 
accessible. 
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C. Strikes to the head, face, neck or throat are generally prohibited. Officers may strike, 
punch or hit someone in the head, face neck or throat only to defend or protect 
themselves or another when the officer reasonably believes that he/she or the other 
person is in imminent danger of death or serious physical injury, and then only when 
other departmentally sanctioned methods are not readily available or accessible. An 
open hand face slap as a distraction technique, immediately followed by securing the 
subject, is authorized as a last resort only when other departmentally sanctioned 
techniques are not readily available. 


D. Carrying or use of any unauthorized weapons is prohibited, including, but not limited to 
saps, blackjacks, slapjacks, or stun guns. This section does not apply to the department 
issued ECW used in “drive stun” mode. 

E. Application of chokeholds or carotid control holds or other means used to restrict 
breathing or blood to the brain, unless as a last resort to defend oneself or another 
against imminent danger of death or serious physical injury, and only when no other 
departmentally sanctioned techniques are available. 


F. Application of the “Esophageal Push” or other means used to restrict swallowing of 
narcotics and/or other evidence. 


G. Positioning a handcuffed person on his/her stomach, or in any position causing breathing 
difficulty for the person, which may lead to what is commonly referred to as Positional 
Asphyxia. 

H. Firearms Prohibited Acts: 

1. Firing warning shots. [1.3.3] 


2. Firing into a crowd. 


3. Firing at or from moving vehicles is generally prohibited, except as described in 
Section II.B above. 


4. Firing without a clearly defined target, whether indoors or outdoors, through walls or 
doors, or similar situations. 


5. Firing at a suspect when the officer has reason to believe the suspect can be 
apprehended at a later time without the use of deadly force. 


6. Firing when there is any substantial danger to innocent bystanders (WHEN IN 
DOUBT, DO NOT SHOOT!). 


7. The SWAT team may be exempted from firearms prohibitions 1 through 6 in certain 
tactical situations where these restrictions unreasonably limit available options for the 
safe resolution of the incident. The tactical commander will make this determination. 


|. ECW prohibited Acts — refer to Directive OPR-54, Electronic Control Weapons. 
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IV. Force Application & Reporting Requirements - Officers and supervisors will handle and 
report all incidents involving the use of force as follows: [1.3.6, 1.3.7] 


A. In use of force with alleged injury to a person: 


T; 


Provide appropriate medical treatment, ranging from increased observation of 
condition and flushing of chemical agents from eyes or skin to calling for an 
ambulance if the injury is potentially serious or life threatening. [1.3.5] 


Notify the on-duty supervisor who will inform the Shift Commander. The Shift 
Commander will comply with ADM-04, Police Involved in Serious Injury/Death 
Incidents, for chain of command notification purposes when applicable. 


Prior to the end of the shift, complete and submit a Use of Force Report. Supervisors 
will ensure that the Internal Affairs Commander receives a copy of this report. 
Supervisors will also check CAD’s to confirm that all involved officers or witness 
officers submit full statements to the officer completing the use of force report. 
Supervisors will also interview all officers to verify full reporting. 


Photograph visible injuries or allegedly injured areas whenever possible, for inclusion 
with the Use of Force Report. 


If death occurs, or allegedly occurs, as a result of the use of force, the supervisor will 
notify the Chief of Police immediately, and he/she will initiate an administrative 
investigation. 


Complete an IBR and comply with other provisions of OPR-18, Handling and 
Transporting of Prisoners, Section E. 


B. In use of force not involving injury of any type to a person: 


I. 


2. 


Notify the on-duty supervisor or Shift Commander. 


Complete a Use of Force Report. 


C. Accidental firearms discharges with no injuries: 


T: 


Although an accidental firearms discharge is not a use of force, officers will 
immediately report any accidental firearms discharge to their immediate supervisor 
and provide a written statement detailing the incident. 


2. The supervisor will respond to the scene and conduct a chain of command 


investigation into the discharge. He or she will ensure that an uninvolved officer takes 
photographs and collects any evidence available, that the involved officer provides a 
written statement, and reports for fit for duty testing. The supervisor will also notify 
the Professional Standards Unit and their chain of command of the discharge. If 
circumstances dictate, the supervisor will secure the officer’s firearm. 
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3. The chain of command investigation package will include statements from the 
involved officer(s), and the supervisor’s written statement. All members of the chain 
of command shall review officer statements for completeness and forward their 
findings and recommendations through the chain of command. 


D. Drug and alcohol testing requirements: 


1. Drug/alcohol testing is required when a firearm is discharged, except when the 
firearm is deploying special impact munitions, chemical agents, during training or 
sanctioned shooting events, or as noted in paragraph 2 below. ECWs are not 
firearms, and drug/alcohol testing is not required following ECW deployment. 


2. Drug/alcohol testing is not required in situations when an officer must shoot an animal 
to prevent an imminently dangerous threat to the public, or to prevent the animal’s 
pain and suffering. Officers should seek a supervisor’s authorization when 
practicable. 


E. The on-duty supervisor will notify the appropriate command personnel, and ensure that 
required paperwork is submitted prior to the end of the shift. 


F. In those instances where multiple employees are involved in the same use of force 
incident, a line supervisor will ensure completion of the Use of Force report after the 
situation has been resolved. The primary officer will complete the report, however, the 
line supervisor will interview each involved officer to ensure all force applications are 
properly reflected in the report, and that all involved officers submit statements as 
required under paragraph IV.A.3 above. 

G. In those cases where relief from duty is necessary refer to ADM-07, Relief from Duty. 
H. Delay in the initial reporting and drug/alcohol testing is allowed only to render first aid, to 
make an arrest, to prevent the escape of the prisoner, to protect the crime scene, or 

when the officer is incapacitated. 
V. Administrative Review and Response 

A. Report Review (CALEA 1.3.7) 


1. The Chief of Police will ensure that an administrative review of all Use of Force 
Reports is conducted to determine if: 


a) Department policy and procedures were followed. 


b) Department policy and procedures are readily understandable and appropriate to 
the circumstances. 


c) Department training is adequate. 
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2. 


The Professional Standards Unit will conduct and publish an annual review and 
analysis of use of force incidents to identify patterns or trends which may indicate the 
need for any of the following. PSU shall publish this report to the Chief of Police for 
review no later than January 31“ for the previous year. [1.3.13] 


a) Specific or altered training. 
b) Equipment upgrades. 
c) Modifications in policy and procedures. 


B. Internal Investigation - Internal investigations conducted in any cases of serious 
application of force should be of two types conducted simultaneously. Administrative, to 
ensure compliance with departmental standards, and criminal, to detect any violation of 
law. Such dual investigations will be conducted in all shootings and all cases of use of 
deadly force. 


C. Force Use Evaluation — The Department must evaluate each situation with the primary 
focus on the reasonableness of force applied as judged by the on-scene officer. The 
following considerations serve as guidelines to determine whether force was excessive: 


1. 


Application of force, at what point that application was longer necessary, and when 
the officer ceased his or her force application. 


Relationship between the need and the amount of force that was used. 


. Extent of any injury inflicted. 


Whether the Officer applied the force maliciously for the very purpose of causing 
harm. 


APPROVED: | 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


General Orders Manual 
Firearms OPR | 02 


Effective: 01.23.12 | Reviewed: 16 pages 
Supersedes: | 01.12.10 | CALEA: 1.2.2, 1.3.3, 1.3.6, 1.3.8, 1.3.9, 1.3.10, 1.3.11, 1.3.12, 
16.3.6, 17.5.2, 26.6.1, 46.2.3, 53.1.1(b), 76.1.6 

APPROVED | Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures for members who carry weapons while on and off-duty. 
The authorization for law enforcement officers to carry firearms and other weapons is 
enumerated in Virginia state code § 15.2-1704 Additionally, the conditions under which 
officers may use their weapons are set forth in OPR-01, Use of Force, and in this policy. 

(1.2.2) 


Nothing in this policy restricts an officer from exercising his or her rights under the Code of 
Virginia to possess or carry a weapon for purposes other than conducting law enforcement 
responsibilities. 


GUIDELINES: Sworn officers of this department, security officers and animal control officers 
are authorized to carry weapons as outlined in this policy. To acquire the legal authority to 
carry and use weapons in the performance of their duties officers will carry authorized firearms 
and other weapons only after they successfully complete a training course as required by the 
Department of Criminal Justice Services (DCJS) and the Portsmouth Police Department. 

(1.2.2; 1.3.10) 


The generic term “officer” used in this policy applies to all department members authorized to 
carry weapons, including; full time sworn officers, sworn auxiliary officers and security guards. 
Any distinction among these positions is specifically mentioned in this document. 


I. Authorized Weapons — Officers may only use firearms, weapons and ammunition issued 
by the department or approved by the Chief of Police. 


A. General Provisions 


1. Officers must be regularly trained and demonstrate proficiency in the use 
of all firearms and weapons issued/authorized prior to carrying/utilizing them. 
It is each officer’s duty to ensure he/she is qualified with all weapons carried. 
Competent authority may call upon officers to demonstrate this proficiency. 
(1.3.10) 


2. Officers are required to undergo annual refresher training for any issued or 
authorized weapons. Remedial training will be provided to any officer who 
cannot qualify with his/her firearm and/or other issued weapon at the time the 
officer fails to demonstrate proficiency and/or as soon as possible. The Training 
Division Commander will notify the Chief of Police if the individual cannot 
demonstrate proficiency within a reasonable period of time. (1.3.11 c) 
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Only the Range Master or the Chief's designee may issue, re-issue, trade or 
otherwise distribute department weapons to police personnel, except under 
exigent circumstances. The Range Master is responsible for tracking and 
maintenance of all department owned firearms and Conducted Energy Devices. 
He/she will document all firearms in the PPD firearms inventory database and 
include the type, model, and serial number of each firearm and the identity of 
each assignee. (1.3.9 e) 


The Department issues specialized weapons to members of the SWAT team 
and trains them in their use. A listing of these weapons is found in Appendix 
A to this policy. (46.2.3) 


While in uniform and on-duty, or working approved part-time police related jobs, 
officers below the rank of Lieutenant will carry at a minimum two of the following: 
the TASER, the collapsible baton, or Oleoresin Capsicum (OC) spray in addition 
to their Department issued firearm. All personnel who carry weapons or devices 
will carry them in authorized cases/holders attached to the duty uniform belt, or 
the belt for plainclothes officers. While on-duty or working approved part-time 
police related jobs, Lieutenants and above, sworn personnel assigned to 
administrative positions or plain clothes details, and all Investigative Division 
personnel will carry either the collapsible baton, conducted energy device or OC 
spray in addition to their department-issued firearm. Division Commanders may 
authorize exceptions (for example, officers working in undercover capacity). 


B. Requirements for Qualification and Authorization to Carry 


1. 


Officers, are not authorized to carry any issued firearm until they have received 
department-approved instruction and received copies of Operational General 
Orders OPR-01, Use of Force; OPR-02, Firearms; and Administrative General 
Order, ADM-22, Firing Range and Firearms Qualifications. Officers must also 
meet department qualification requirements for the firearm. (1.3.12) 


Upon qualification, full-time sworn officers are authorized to carry department 
issued or approved firearms, both on and off duty. 


Upon qualification, and successful completion of field training, sworn auxiliary 
officers are provisionally authorized to carry department issued firearms, both on 
and off duty. If any sworn auxiliary officer is determined to have exercised bad 
professional judgment, either on or off-duty, then this provisional authority may 
be revoked. Sworn auxiliary officers are subject to the provisions of section B-1 
above and are subject to the same requirements as full time officers. (16.3.6) 


All sworn full-time and auxiliary officers will carry their city issued firearm on 
their person at all times while on duty, unless in a firearms restricted area or 
exempted by the Chief of Police or his designee. 


Upon qualification, security officers are authorized to carry department issued 
firearms while on duty. They are not authorized to carry the department issued 
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firearm when off duty. The only exception is carrying the weapon from home to a 
department duty assignment and back, provided a direct route is taken without 
any stops or diversions. 


Recruit officers who have not successfully completed the basic police academy 
are authorized to carry firearms ONLY as part of department approved training 
or qualification exercises. 


C. General Regulations and Safety 


1. 


Officers carrying handguns while in civilian clothing should conceal their 
weapon from public view or, if the weapon is not concealed, shall display a 
Portsmouth police identification card and/or a Portsmouth police badge. 


Officers are prohibited from carrying ANY firearm while under the influence of 
alcohol, other intoxicant, or any medications that may render an officer unfit for 
duty, in accordance with City Administrative Policy, AP # 2, Alcohol, Illegal 
Drugs, and Other Controlled Substances Screening. (26.1.1) 


Officers should use every tactical means at their disposal to prevent their 
firearm from being surrendered to, or falling under a suspect’s control. 


Officers are responsible for the proper security, care, and safety of their 
weapons. Officers will exercise reasonable safekeeping measures with all 
firearms under their control; including city issued and personally owned 
firearms. Officers will not leave firearms loaded or unsecured in a manner 
which endangers anyone. Officers will not leave city issued or authorized 
firearms in unattended vehicles unless secured in the trunk or other locked 
area of the vehicle. (1.3.9(f)) 


Officers will promptly notify their immediate supervisor of any situation which 
results in the loss of or damage to city issued or authorized firearms, or to any 
firearm that may be associated with the officer's duties and responsibilities to 
the department. 


Officers will not brandish a firearm, or remove it from the holster/case except 

when: 

a. A threat has been perceived or is reasonably anticipated; 

b. During training, inspections, maintenance and similar administrative 
circumstances; 

c. For safekeeping and storage; and/or 

d. Other objectively reasonable public safety purposes. 


Officers will not carry handguns in the fully cocked position. If fired, semi- 
automatic pistols equipped with de-cocking mechanisms will be de-cocked 
after the danger ceases and prior to re-holstering. 


When a weapon is drawn, the trigger finger will remain outside of the trigger 
guard, on the frame of the weapon, unless engaging the intended target. 
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10. 


11. 


Officers will not modify any department issued or authorized firearms in any 
manner except as authorized by the Range Master. Officers will take any 
department issued firearms requiring repair or service to the Range Master. 
Any modification to an approved personally owned firearm, however slight, 
nullifies qualification with that weapon. The Range Master must re-evaluate the 
weapon and approve its continued use. (1.3.9 d) 


Issued or approved firearms will be loaded only with department issued or 
approved ammunition. (1.3.9(b)) 


Officers will use or deploy only those firearms for which they have a current 
qualification. Exigent circumstances may allow for reasonable deployment 
or use of a firearm for which an officer does not have a current qualification. 


D. Duty Handgun Regulations 


1. 


Officers should utilize the issued or otherwise department approved duty 
handgun as their primary handgun. 


Sworn officers may be authorized to carry a backup firearm in addition to 
their primary duty firearm, following qualification with the backup firearm. 


When an officer carries more than one authorized weapon he or she should 
attempt to use the city issued firearm as the primary weapon. It is understood 
that situations may arise when the use of a backup weapon would be more 
expedient. 


Authorization for carrying personally owned backup firearms while on duty may 
be granted under the following conditions: 


a. The backup firearm must meet the caliber and action criteria as described 
below in Appendix A. 

b. The firearm must be concealed from view. 

c. The officer must meet all requirements for qualification and carry methods. 


Sworn officers, in certain specialized assignments, may apply to carry personally 
owned firearms not listed in Appendix E, while on duty. 


Authorization to carry a personally owned/backup firearm will be documented 
and reviewed as follows: 


a. | The requesting sworn officer will forward a request, through their 
immediate supervisor, to the Range Master on PPD Form 57, Request to 
Carry Personally Owned Firearm/Holster or Authorization for Carrying 
Personally Owned Rifle. 


b. Any officer requesting permission to carry a city owned or personally 
owned carbine must complete the patrol carbine: “Routine storage and 
transportation” agreement signed by both the submitting officer and the 
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Range Master. 


c. Upon receipt of the request, the Range Master will personally inspect the 
firearm and its proposed holster. 


d. | Upon successful qualification with the firearm and holster, the Range 
Master will note any comments and forward the request to the Chief of 
Police through the officer's chain of command. 


e. | The Chief of Police will review and approve or deny the request. If 
approved, authorization will remain in effect as long as the officer's range 
qualification is current with that firearm as described in ADM-22, Firing 
Range and Firearms Qualifications. 


E. Off-Duty/Backup Handguns 


1. 


Full-time sworn officers are encouraged to carry an issued or other approved 
handgun on their person, or have it readily accessible, while off-duty and when 
practical to do so. When armed, officers will carry their badge and their police 
identification card. Officers shall be aware of applicable out-of-state and federal 
laws when a potential conflict may exist regarding firearm carry status. 


The department issued handgun is the preferred firearm for off-duty use however, 
officers may carry an approved personally owned handgun with the understanding 
that the city assumes no liability for loss, damage, or repairs to the personal 
weapon. Further, the department is not responsible for the replacement or repair 
of personally owned firearms that are lost, stolen, damaged, or destroyed. The 
court system may retain personally owned firearms used in police related 
shootings indefinitely for legal reasons. 


Officers working city sanctioned events, such as grants and special projects, or 
officers working any part-time job in uniform must carry their city issued handgun 
as their primary weapon. 


For personally owned off-duty and/or backup handgun caliber requirements 
see Appendix A. 


Personally owned off-duty/backup handguns must be double action only, or 
combination single/double action. Single action only handguns commonly 
referred to as "cocked and locked" are prohibited. 


Ammunition must be department issued or approved. Department issued 
ammunition is generally only available in the specific caliber of the primary 
issued department handgun. Officers must furnish their own ammunition for 
other caliber weapons. 


F. Authorized Patrol Rifles/Carbines 


1. Authorized patrol rifles/carbines may be provided by the department or privately owned. 
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2. All authorized patrol rifles/carbines must meet the following specifications. The Chief 
of Police or his designee (Range Master) must approve any variance. 


3. Specifications: 

a. Patrol rifles/carbines shall be AR-15, CAR-15, M-4 type rifles, semi-automatic 
only. 
Shall be chambered only for 5.56mm rifle ammunition (.223 caliber). 
Minimum barrel length of 16 inches. 
Equipped with iron sights. 
Butt stock may be fixed, adjustable, or collapsible. Folding stocks are prohibited. 
Primary magazines shall be either 20 or 30 round capacity. 
Shall be equipped with a sling system suitable for tactical deployment where the 
weapon may be retained “hands free” yet ready for immediate action. 


agmopao5 


4. Modifications 
a. The Chief of Police or the Range Master must approve any modification to a 
patrol rife/carbine carried on duty by an officer. 
b. | Any modification to a patrol rife/carbine carried on duty by an officer nullifies the 
current qualification with that weapon until a new qualification is obtained. 
c. No modifications (accessories) other than the following are generally approved. 
Front night sight 
Fore end light attachment with remote switch 
Redi-mag or similar device 
Flash hider/suppressor 
Ambidextrous safety 
Aftermarket pistol grip 
Single point sling attachment 
Stock-mounted magazine pouch 
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5. Supplemental Sighting System 
a. | The Chief of Police must approve the use of a supplemental sighting system 
based upon the Range Master’s recommendation. 
b. |The device must be suitable for tactical, close quarter use (rapid target 
acquisition) 
c. The device must allow immediate access to the iron sights should it fail. 


6. | Personally owned rifles are the owner’s sole responsibility, including repair and 
maintenance. Officers are required to keep these rifles in the same condition as city 
issued rifles. The police department will not issue any accessories for personally 
owned carbines. 


7. | Failure to comply with any of the provisions of this section will result in the 
suspension of approval to carry a personally owned rifle, as well as disciplinary 
action for failure to follow instructions and/or comply with established policy. 


G. Holsters and Methods of Carry 


1. The department will issue holsters for Uniform Patrol, plain clothes, and special duty 
assignments. Officers must use these holsters during firearms qualification. 
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2. Officers may elect to purchase alternate holsters at their own expense for on duty 
use. The Range Master must approve alternate holsters, and officers must qualify with 
them prior to use on duty. Ammunition for qualification with alternate holsters will be 
at the officer’s expense. 


3. Officers may elect to carry other holsters off duty, however, the Range Master must 
approve them and officers must use them during qualification with the off duty weapon 
prior to their use. 


4. Officers engaged in enforcement activities who are carrying a weapon, not concealed, 
will have some form of retention device on the holster. 


5. |The Range Master may lend special consideration to other holsters and methods of 
carry not listed in this policy. 


H. Shotguns 
1. Routine storage and transportation 


a. In vehicles, shotguns will be carried in the trunk, either in the shotgun rack or in 
a case, and loaded with ammunition in the magazine ONLY. 

b. | When not in the case or rack, when moving about police facilities, or in other 
non-threatening settings, officers will carry the shotgun unloaded, with the 
muzzle pointing in a downward angle, with the action open and the safety on. 


c. Officers will remove shotguns from their vehicles, and store them appropriately 
whenever the vehicle is released from police control for servicing or other 
circumstances. 


2. | During regular duty, officers will only remove shotguns from their vehicles in the 
following situations: 


During hold up alarms. 

Robbery or burglary in progress calls. 

When armed suspects are believed to be on the premises. 

On calls where there are indications that a firearm has been or is being used. 
When it becomes necessary to destroy an animal in emergency or exigent 
circumstances. 


9200p 


3. | Shotguns may also be deployed in specific situations, such as: 


a. Raids and stakeouts, with the prior approval of a line officer who will ensure that 
the shotgun is deployed commensurate with the level of threat. 

b. Tactical situations: Officers will carry the shotgun with both hands, the muzzle 
pointed in a safe direction. When use is imminent, a round will be chambered 
and the finger will be kept outside of the trigger guard until the intended target 
is engaged. 

c. For deployment of less lethal munitions. 
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Carbines 
1. Routine storage and transportation 


a. 


b. Officers will transport carbines in the issued case, unless circumstances 
exist to prevent such means of transport. When not in the case, or in other 
non-threatening settings, held with the 
muzzle pointing in a downward angle, with the action open, magazine 
removed, and the safety on. 


2. During regular duty, carbines may be deployed only in the following situations: 


Circumstances defined in section H.2 a-d, Shotguns, or 

When a subject is wearing protective body armor, or 

The officer is responding to a reported active shooter incident, or 

An offender is armed with, or has access to a high-powered weapon, or 
An offender is armed, and situated in a distant or fortified location. 


Dno 


J. Special Purpose Firearms 


1. Prior to being authorized to carry or use other department-issued special purpose 
firearms, including gas dispersing equipment, not already addressed, officers must 
undergo annual training in their use in accordance with a training program endorsed by 
the Training Unit Commander and the Range Master. All firearms training will be 
certified firearms instructor. (1.3.10, 1.3.11(a)) 


2. Only department issued or approved ammunition will be used with these weapons. 


K. Inspection Requirements — The Range Master will inspect all weapons for condition and 
proper functioning prior to issuing them and during annual re-training. Supervisors, or a 
designated firearms instructor, will conduct monthly firearms inspections of their officer’s 
weapons. If an officer or Supervisor discovers any issue that brings the weapon’s 
functionality into question, he/she will immediately take the weapon to the Range Master. 

(1.3.9(c), 17.5.2) 


L. Reporting Requirements 
1. Except for training and qualification, officers will report the discharge of any firearm 
(handgun, shotgun, or carbine) in accordance with Department Directive, OPR-01, Use 
of Force, section IV, Force Application and Reporting Requirements. (1.3.6(a)) 


2. Officers shall complete the report as soon as possible after the incident occurs and 
must complete them prior to the end of their shift. 
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M. Post Shooting Treatment/Relief from Duty — for specific guidance refer to ADM-07, 
Relief from Duty, and ADM-4 — Police Involved in Serious Injury-Death Incidents. 


APPROVED: 7 OH $ 


Edward G. Hargis, Chief of Police 
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APPENDIX A — Authorized Weapons Systems 


CALEA: 1.3.9A,B&C 


Chemical Irritants 


Make: 

Model: 

Nomenclature: 

Intended Use: 
Authorized Ammunition: 
Personnel Authorization: 
Qualification Frequency: 
Qualifying Authority: 
Course: 

Minimum Score: 
Remedial Training Strategy: 


Defense Technology 

MK-9 

1.47 Spray canister with Nitrogen propellant .2% Capsaicinoid content 
For an aggressive combative suspect. 

N/A 

Sworn, Non-Sworn Animal Control, Police Security Guards 

Biennial 

Def-Tec / Safariland OC Certified Instructor 

Initial qualification with an exposure, and a staged course with various obstacles 
N/A 

Individual one on one to show proficiency with a certified OC instructor 


Make: 

Model: 

Nomenclature: 

Intended Use: 
Authorized Ammunition: 
Personnel Authorization: 
Qualification Frequency: 
Qualifying Authority: 
Course: 

Minimum Score: 
Remedial Training Strategy: 


Impact Weapons 


Def-Tec 

Instantaneous Blast Grenade 

12 oz. canister 

To deploy gas / smoke during civil disturbances and SWAT call outs 
Def-Tec Only 

SWAT 

Biennal 

Def-Tech/Safariland Certified Instructor 

Demonstrate how to deploy chemical grenades properly 
Pass/Fail 

Work with a certified instructor 


Make: 


Model: 

Nomenclature: 

Intended Use: 

Authorized Ammunition: 
Personnel Authorization: 
Qualification Frequency: 
Qualifying Authority: 
Course: 

Minimum Score: 

Remedial Training Strategy: 


ASP 


Three sizes: 21" plain clothes, 26" uniformed officer, 31" mounted patrol. 
Tip, Mid-Shaft, End-Shaft, Grip, Cap 

As a defensive police impact weapon against an aggressive suspect.. 
N/A 

Sworn, Non-Sworn Animal Control, Special Police Security Guard 
Biennial 

Certified ASP Instructor 

Show proficiency with all strikes. 

Pass/Fail 

Individual one on one to show proficiency with a certified ASP instructor 


Make: 

Model: 

Nomenclature: 

Intended Use: 
Authorized Ammunition: 
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Monadnock 

MP36 Riot Baton 

1 %” diameter polycarbonate, 30 oz, Knurled Grip 
Crown Control Management 

N/A 
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Personnel Authorization: Sworn 


Qualification Frequency: Biennial 

Qualifying Authority: Certified instructor 

Course: Must perform strikes proficiently 
Minimum Score: Pass/Fail 

Remedial Training Strategy: Work with instructor 


Make: Defense Technology 

Model: 40mm Full Stock #1315 

Nomenclature: Single Shot 

Intended Use: For SWAT to deploy gas & chemical munitions 

Authorized Ammunition: Def-Tech Gas & Chemical Munitions 

Personnel Authorization: SWAT Personnel 

Qualification Frequency: Annually 

Qualifying Authority: Def-Tec / Safariland Certified Munitions Instructor 

Course: Show proficiency with loading/unloading, and deployment at various distances 
Minimum Score: Pass/Fail 

Remedial Training Strategy: Operators will receive additional training from certified instructors. 


Electronic Weapons 


Make: Taser International 
Model X-26 
Nomenclature: Taser, an electronic control device (ECD) designed to incapacitate a person from a safe 


distance by using propelled wires or direct contact to affect the sensory and motor functions 
of the nervous system while reducing the likelihood of serious injury. 


Intended Use: To subdue an actively aggressing suspect. 

Authorized Ammunition: Taser International Cartridge 

Personnel Authorization: Only qualified currently certified Taser operators. 

Qualification Frequency: Annually 

Qualifying Authority: Currently certified Taser instructor 

Course: Lecture, Practical 

Minimum Score: Pass/Fail 

Remedial Training Strategy: One on one with a certified Taser instructor 

Firearms 

Make: Glock 

Model: G17 G19 
Nomenclature: 
Magazine Capacity - 17 rounds Magazine Capacity - 15 rounds 
Slide Assembly Slide Assembly 
Frame Frame 
Barrel Barrel 
Trigger Assembly Trigger Assembly 

Intended Use: For sworn and non-sworn Police Security Guards & Animal Control Officers 

Authorized Ammunition: Speer Gold Dot 124 grain +P 
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Personnel Authorization: Sworn/Police Security Guard & Animal Control Officers 


Qualification Frequency: Semi Annual 

Qualifying Authority: Certified Firearms Instructor 

Course: 50 Round 

Minimum Score: 70% 

Remedial Training Strategy: Work one on one with a certified firearms instructor 


Make: Remington 

Model: 870 Police 

Nomenclature: 12 Gauge, 5 Round Magazine Capacity, Pump Action 
Intended Use: Lethal and Less Lethal 

Authorized Ammunition: Remington OOBK Lethal / Def-Tec 12-Gauge Drag Stabilized Round Less Lethal 
Personnel Authorization: Sworn 

Qualification Frequency: Annual 

Qualifying Authority: Certified Firearms Instructor 

Course: 10 round lethal / 2 round less lethal 

Minimum Score: Pass / Fail 

Remedial Training Strategy: Work with a certified instructor 


Make: Remington 

Model: 870 

Nomenclature: 12 Gauge, 5 Round Magazine, 

Intended Use: Utilized as a ballistic breaching tool to defeat locked doors 
Authorized Ammunition: TESCR-3 Green Cap 365 Gr. Clayvon Frangible 
Personnel Authorization: SWAT 

Qualification Frequency: Annual 

Qualifying Authority: Certified Instructor 

Course: Tactical Ballistic Breacher Qualification 10 rounds 
Minimum Score: 100% 

Remedial Training Strategy: Working with a certified instructor 


Make: Bushmaster 

Model: XM15E2S 

Nomenclature: 16"/ 11.5", Gas Operated, Safe/Semi Action, 1 20 round / 1 30 round magazine 
Intended Use: Deployment for a deadly force option per policy. 
Authorized Ammunition: 55 grain, boat tail hollow point 

Personnel Authorization: Sworn 

Qualification Frequency: Annual 

Qualifying Authority: Certified Firearms Instructor 

Course: Portsmouth Police Department qualification course 
Minimum Score: 90% 

Remedial Training Strategy: Working with a certified carbine instructor 


Make: Colt 
Model: M4LE 
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Nomenclature: 11.5", Gas Operated, Safe/Semi Action, 1 20 round / 1 30 round magazine 


Intended Use: Deployment for a deadly force option per policy. 
Authorized Ammunition: 55 grain, boat tail hollow point 

Personnel Authorization: Sworn 

Qualification Frequency: Annual 

Qualifying Authority: Certified Firearms Instructor 

Course: Portsmouth Police Department qualification course 
Minimum Score: 90% 

Remedial Training Strategy: Working with a certified carbine instructor 


Make: Rock River 

Model: LAR-15 

Nomenclature: 16", Gas Operated, Safe/Semi Action, 1 20 round / 1 30 round magazine 
Intended Use: Deployment for a deadly force option per policy. 
Authorized Ammunition: 55 grain, boat tail hollow point 

Personnel Authorization: Sworn 

Qualification Frequency: Annual 

Qualifying Authority: Certified Firearms Instructor 

Course: Portsmouth Police Department qualification course 
Minimum Score: 90% 

Remedial Training Strategy: Working with a certified carbine instructor 


Make: Remington 

Model: 700 

Nomenclature: .308 caliber, center fire bolt action rifle 
Intended Use: long range precision shots for deadly force 
Authorized Ammunition: Federal GM308M, 168 grain hollow point boat tail match grade 
Personnel Authorization: SWAT 

Qualification Frequency: Annual 

Qualifying Authority: Certified Firearms Instructor 

Course: Portsmouth Police sniper qualification course 
Minimum Score: 100% 

Remedial Training Strategy: Work with a certified rifle operator 


Make: Hecklor & Koch 

Model: MP5 

Nomenclature: 9mm caliber, select fire. 

Intended Use: SWAT entry weapon during high risk operations 
Authorized Ammunition: Speer Gold Dot 124 grain +P 

Personnel Authorization: SWAT entry weapon during high risk operations 
Qualification Frequency: Annually 

Qualifying Authority: Certified Firearms Instructor 

Course: Portsmouth Police Department qualification course 
Minimum Score: 90% 

Remedial Training Strategy: Work with a certified sub machine gun instructor. 
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Make: Hecklor & Koch 


Model: MP5SD 

Nomenclature: 9mm caliber, select fire, suppressed 

Intended Use: SWAT entry weapon during high risk operations 
Authorized Ammunition: Speer Gold Dot 124 grain +P 

Personnel Authorization: SWAT entry weapon during high risk operations 
Qualification Frequency: Annually 

Qualifying Authority: Certified Firearms Instructor 

Course: Portsmouth Police Department qualification course 
Minimum Score: 90% 

Remedial Training Strategy: Work with a certified sub machine gun instructor. 


Make: Hecklor & Koch 

Model: MP5K 

Nomenclature: Personal Defense Weapon, 9mm caliber, select fire 
Intended Use: SWAT entry weapon during high risk operations 
Authorized Ammunition: Speer Gold Dot 124 grain +P 

Personnel Authorization: SWAT entry weapon during high risk operations 
Qualification Frequency: Annually 

Qualifying Authority: Certified Firearms Instructor 

Course: Portsmouth Police Department qualification course 
Minimum Score: 90% 

Remedial Training Strategy: Work with a certified sub machine gun instructor. 


Ammunition carried in departmentally approved off-duty or backup weapons will be 
commercially manufactured utilizing new components and intended for defensive purposes 
only. Personally owned off-duty/backup handguns must meet the following caliber 
requirements. .380 ACP, .38 Special, .357 caliber 9mm, 10mm, .40 caliber, .44 caliber, 
.45 caliber 

Caliber 
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Portsmouth Police Department 
AUTHORIZATION FOR CARRYING PERSONALLY OWNED RIFLE 


TO: Chief of Police Date: / / 


FROM: Employee# 


As required by OPR—02 of the Portsmouth Police Department, | respectfully 
request permission to carry the weapon described below: 


Make/Model Caliber .223 (5.56mm) 
Serial Number Qualification Date:___/ / 


Firearms instructor qualifying officer: 


Date of Weapon Inspection: by: 
() Semi-Automatic () Sling 
() Iron Sights () Barrel 16” or longer 


Approved options: 

() Optic (must not interfere with iron sights) () Weapon Mounted Light 
() Secondary Locking Device () Laser sight 

() Single point sling attachment () Flash hider/Muzzle break 


Officer’s Signature Range Master’s Signature 
Immediate Supervisor’s Signature Division Commander’s Signature 
Assistant Chiefs Signature Police Chief's Signature 


This form must be updated ANNUALLY at qualification 


Officer: Complete your portion of this form for review by Range Officer 

RANGE MASTER: Review Form, Qualify Officer with Firearm, review Rifle Memo dated 1/11/2010. 
Chain of Command: Review and sign as appropriate — forward to Training Unit. 

Training Unit: Make a copy for the Division Commander; File original in Officer's Training Folder. 


PORTSMOUTH POLICE DEPARTMENT 
OFFICE OF THE CHIEF OF POLICE 


Date: January 11, 2010 

To: Police Sworn 

From: Chief E. Hargis OH 
Subject: Patrol Carbine (City and Personally Owned) 


Routine storage and transportation: 


City issued and personally owned rifles, when not in use in an operational setting will be stored in one of three 
ways: (1) In the operator’s assigned cradle within the carbine closet, (2) in the trunk of your assigned police vehicle 
with an additional secondary locking device, or (3) secure in home in accordance with per OPR-02-B4. 


When carried in the police vehicle, carbines will be stored in a case and secured in the trunk. The carbines will be 
loaded with ammunition in the magazine ONLY. The safety will be in the “on safe” position. Only city issued 
ammunition will be used in these rifles while on duty. 


The Patrol Carbine will be transported in the case, unless circumstances exist to prevent such means of transport. 
When not in the case, or when moving about the police facilities, or in other non-threatening settings, the carbine 
will be carried unloaded, held with the muzzle pointing in a downward angle, with the action open, magazine 
removed and the safety on. 


Personally owned rifles are the sole responsibility of the owner, to include repairs and maintenance. The officer 
will be required to keep these rifles in the same condition as the city owned rifles. It is also understood that the 
Portsmouth Police Department will not be issuing any accessories for these rifles. No rifle may be modified in any 
way after inspection, which is not been approved by the Chief of Police or the Range Master. Any violation of this 
agreement will void all qualifications and the officer will not be allowed to carry the rifle on duty until the rifle is 
re-inspected and a new qualification is obtained. 


Officers understand that your rifle may be taken for evidence during an investigation and may also be seized by the 
courts and not returned. In this case, officers understand that the City of Portsmouth will not replace your weapon. 


Failure to comply with these provisions will result in the suspension of approval to carry a personally owned rifle as 
well as disciplinary action as a Group II offense — failure to follow instructions and/or comply with established 
policy. 


Name Signature Date 


Range Master 


Portsmouth, Virginia Police Department 


Department Organization 
Shooting of Animals OPR | 03 
Effective: 10.06.15 2 pages 
Supersedes: | 06.25.12 | CALEA: 1.3.6 (a) 
APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish guidelines for the destruction of dangerous or severely injured animals. 


POLICY: An officer may destroy an animal when it is posing an immediate threat of injury to citizens 
or to the officer; or in circumstances where it is humane to put a severely injured animal to death. 


PROCEDURES: 
I. Non-Threatening Incidents 


A. An officer will destroy an animal only after he or she makes all attempts to notify the owner 
and/or Animal Control and the officer cannot contact the owner, or Animal Control cannot 
respond or does not respond within a reasonable length of time as determined by a supervisor. 


B. If it becomes necessary to destroy an animal, the following guidelines apply: 


1. Summon a supervisor, if possible, before taking any action. 

2. Ensure the safety of all citizens, property, and other animals by moving the animal to a 

relatively safe area and out of public view when possible. Situate the animal over ground 

rather than pavement to avoid the possibility of ricochet. 

The shotgun is generally the weapon of choice, as it is less likely to cause collateral damage. 

Shoot the animal from close range (five to fifteen feet). 

5. Shoot “down” into the animal so the projectile, if exiting the animal’s body, will enter the 
ground. 

6. Shoot into the brain to cause instantaneous death. EXCEPTIONS: If the possibility exists that 
the animal has rabies or has bitten someone, officers should not shoot the animal in the brain. 
In these cases officers should shoot the animal in the chest cavity, directly behind either front 
leg. 

7. Notify Public Works without delay for removal of the animal carcass. However, if the 
possibility exists that the animal has rabies or has bitten someone, an Animal Control officer 
will remove the animal’s body to the contract Veterinarian. 


aad 


C. The officer’s supervisor will respond to the scene to review the facts surrounding the incident, if 
not already on scene. 


D. The responsible officer will submit a report detailing the incident. The report must include the 
reason the officer destroyed the animal and other details regarding the exact time of the shooting, 
the positions of the officer and the animal, the direction of flight of the bullet(s), and whether or 
not anyone or any property sustained damage by the shooting. (1.3.6 a) 
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E. The chain of command shall expeditiously forward the original report, along with any witness 
statements, to the Chief of Police, and the report subsequently filed in the Professional Standards 
Unit. 
II. Threatening Incidents 


A. An officer may shoot an animal when the officer deems that the animal poses an immediate 
threat to the safety of a citizen or to the officer AND there is no other apparent way to avoid 


injury. 


B. Officers must exercise all due care in the discharge of the firearm so as to avoid possible injury 
to others. The shotgun is generally the weapon of choice. 


C. A supervisor must respond to the scene to review the circumstances surrounding the incident. 
The supervisor shall notify Professional Standards and/or a Detective Unit. 


D. The officer or supervisor will notify Public Works in accordance with I.B.7 above. 
E. The officer shall submit a full report as outlined in I.D above. 


F. The chain of command shall expeditiously forward the report to the Chief of Police and 
subsequently filed in the Professional Standards Unit. 


APPROVED: Miia Ge, Moek/ 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Property and Evidence Handling OPR| 04 
Effective: 02.21.16 8 pages 
Supersedes: | 07.01.07 CALEA: 84.1.1, 84.1.2, 84.1.3, 84.14, 84.16, 84.1.7 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures for the recovery, inventory, submission, documentation and final 
disposition of all non-departmental property or evidence that comes into the Department’s custody. 


GUIDELINES: Employees will handle evidence in a manner that expedites processing, maintains the chain 
of custody, and causes all appropriate paperwork and procedures used to withstand investigative scrutiny. 
Employees of other criminal justice agencies who use the Department’s Property Management Unit (PMU) 
will adhere to the procedures herein. 


GENERAL 
I. Storage Facilities (84.1.2, 84.1.3) 


A. The PMU maintains facilities for the storage of property and evidence that comes into an employee’s 
possession, is open during normal business hours, and is accessible at other times by contacting the 
PMU supervisor. The PMU is secured with conventional lock and key and electronic security 
systems. There are secure off-site locations at the City Compound and Police Headquarters (HQ) 
where items too large to store at the PMU are housed. 


II. Access (84.1.2) 


A. Access to the PMU is controlled and limited to its assigned employees. Personnel will not grant 
other employees access without the PMU supervisor’s, or designee’s, permission. 


B. If employees or others involved in legal cases must view evidence under the PMU’s control, the 
PMU may grant escorted access, or the investigating officer can check the evidence out in limited 
circumstances. If individuals view evidence in the PMU they will sign a log documenting the 
times of the visit, and a unit member will escort them at all times. A PMU member will bring the 
evidence to a designated area and personnel will view it in the PMU member’s presence. Requestors 
will provide two days’ notice for viewing or examining evidence. Personnel shall make discovery 
requests via the police evidence request email group. 


(84.1.4) 


PROCEDURES 


I. Evidence or Property Recovery/Seizure. 
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A. 


K. 


L. 


Employees will submit all property and evidence that comes into their custody to the PMU (except 
(except impounded vehicles) or a temporary storage locker at HQ (after hours, except for gas 

powered items that employees must store in the basement and lock with the cable). Employees will 
keep all recovered evidence in their exclusive control and custody until they submit it to the PMU. 


If a citizen voluntarily relinquishes their firearm to an officer, the officer will provide them with the 
IBR number, complete an electronic or hand written voucher and an IBR stating who relinquished 
it. The Firearms Clearinghouse Form should also state this. The officer will complete a Firearms 
Clearinghouse form for every weapon (except safekeeping) and will submit firearms to the state lab 
in accordance with the Department’s Packaging Guide. 


. Employees must carefully evaluate items they seize as evidence to ensure that they are necessary to prove 


the elements of the crime for which they charge the offender (e.g., currency is not needed to support a 
simple possession charge). 


. If an employee recovers property or evidence as the result of secondary employment, he or she is 


responsible for submitting it to the PMU prior to securing from duty. (84.1.1(b)) 


. Employees will document and describe all property or evidence and the circumstances under which 


they recovered it on an IBR or supplemental. Employees will list all vouchered property on the IBR’s 
property page. (84.1.1(c)) 


. Employees will fully describe what they recovered or seized, regardless of storage location on an 


electronic or hand written voucher and log the evidence in the PMU log book. Employees will note 
the physical location of all evidence not in the PMU on the voucher and in RMS. 


. Employees will submit all property and evidence, with accompanying paper work, prior to securing 


from duty and will not maintain possession of property or evidence unless authorized by a supervisor. 
Employees must document in the IBR any items they do not voucher for turn over to the PMU and 
may only store such retained evidence at one of the four secure designated areas (drop off rooms at 
606 Water Street, Police Headquarters, Forensics and the Compound). (84.1.1(a)) 


. Employees shall indicate on the voucher the location of any items they do not place directly in the 


PMU, e.g., placed in FSU or PMU drying cabinets, turned over to a Detective, etc. 


. Employees will not dispose of narcotics or other contraband at the scene of a call. Employees will 


document any narcotics requiring destruction on a voucher and an IBR and will turn the narcotics 
over to the PMU for destruction. 


Prisoner property that officers turn over to the Sheriff’s Office is excluded from this order. Officers 
must discard prisoner contraband such as cigarettes, lighters and perishable items. The PMU will not 
accept this contraband or any other prisoner property without prior PMU supervisory approval. 


The PMU may refuse to accept any item: 
1. Improperly packaged, marked or tagged. (84.1.1(d)) 
2. Where the corresponding voucher or RFLE is incomplete, improperly completed, or illegible. 


When PMU personnel identify an improperly packaged item or an incorrect voucher, the RMS 
module will automatically return the voucher. The employee must correct the problem when they 
receive the RMS alert. If PMU personnel reject a paper voucher they will submit it in the ticket 
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II. 


system module of the PMC, if possible, for the officer to respond and make corrections before PMU 
will enter and accept the evidence through RMS. If PMU personnel reject a voucher due to an 
improperly packaged item the employee must report to the PMU the next working day. If the 
employee fails to do so within five working days, the rejected voucher will remain in rejected status 
and the system will notify the employee’s supervisor of the delinquent request. 


M. PMU personnel will track each piece of evidence or property received on the voucher. They must 
log property into the RMS module as soon as is practical, but no later than prior to securing from duty, 
unless doing so would cause overtime. In such cases PMU personnel will place the evidence in the 
PMU secure area pending acceptance, and continue the cataloging process the next working day. 


N. PMU personnel will periodically send disposition requests via the PMC ticket system, if possible, to 
employees who have items which have been in inventory longer than six months on misdemeanor 
cases and 12 months on felony cases. Employees will evaluate the need to hold the item(s) and 
respond to the PMU within 14 calendar days of receipt of the form. The employee will complete the 
required information on an IBR supplemental. If the employee no longer works here, his or her 
supervisor will review the need to hold the items and direct an officer to complete the supplemental. 


O. Employees will comply with all purging and review notices the PMU supervisor or designee sends. 


P. Employees are prohibited from directly or indirectly accepting, purchasing, trading, or confiscating 
for personal use, any item of any value which comes to their attention as a result of their employment. 
The Department will not release, give, or sell property as a final disposition to an employee unless they 
are the legal owner or custodian. Employees are responsible for ensuring that seized or recovered 
property is returned to the rightful or lawful owner. 


Q. Employees are prohibited from selling or trading any item of any value, or performing any service for 
any complainant, suspect, witness, defendant, prisoner or other person involved in any type of police 
activity which arose out of the employee’s department employment, except as authorized by the Chief of 


Police. 


R. The Administrative Division Lieutenant will conduct semi-annual inspections of the PMU. 


(84.1.6(a)) 
S. The Staff Inspections Unit will conduct at least two unannounced inspections of the PMU (including 
remote storage areas) each year. (84.1.6(a),(d)) 


Found/Recovered Property 


A. Employees will turn over found property that has no evidentiary value to the owner, if possible, and will 
make every attempt to ascertain the true owner, check NCIC/VCIN, and note on the voucher what they 
did to attempt to find the owner. If the employee cannot identify or contact the owner, or he or she is 
incarcerated, the employee will submit the property to the PMU and complete an IBR. 


B. If an employee releases an item back to the owner (e.g., photo release) he or she will document this 
on a voucher and obtain the owner’s signature. The employee will also sign the voucher. (84.1.1.f) 


C. Employees shall indicate on the voucher the status of all property and contraband other than evidence 
e.g., recovered, found, unclaimed, etc. If an employee later connects property he or she submitted to the 
PMU as non-evidence with an arrest or crime, the employee will complete an IBR supplemental and 
notify the PMU by email. PMU personnel will then make all necessary changes to the RMS record and 
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HI. 


re-label the property/evidence as required. 


D. Employees will provide the IBR number to the finders/owners of property that they take into custody, 
with information on how to retrieve the items when applicable e.g., found property or safekeeping. 
Employees shall not advise citizens to pick up their property unless the employee has marked it RTO, 
and should encourage citizens to call the PMU prior to coming to the PMU. 


E. If an employee tells the person who found the property that he or she can obtain the property if no one 
claims it within 60 days, the employee shall ensure that he or she lists the finder’s name on the voucher 
next to “finders name” and documents that person’s address and phone number. 


F. Employees will place property recovered from deceased persons in the PMU and will not turn it over 
to any family member unless adherence to Virginia State Code §§ 64.1-132.2 and 4.1-134 is shown 
(these deal with small estate claims and release of property to the executor/executrix of the estate). 
Employees should provide this information to family members if they cannot locate next of kin. 


G. Employees will place found/recovered license plates in the DMV drop box. If officers find or recover 
identification cards or drivers licenses with no evidentiary value they shall make every effort to 
locate the owners before placing them in the PMU. Returning a found license or ID card does not 
require an IBR. 


Seized/Unclaimed Property Request for Law Enforcement Use and or Disposal 


A. “Unclaimed personal property” is property belonging to another which an employee acquired pursuant to 
his or her duties which is not needed in any criminal prosecution, has not been claimed by its rightful 
owner, and which the State Treasurer has indicated they will decline if remitted under the Virginia 
Uniform Disposition of Unclaimed Property Act (this excludes bicycles, mopeds and firearms). 


B. Virginia State Code §15.2-1719 and Portsmouth City Code § 27-52 apply to the disposal of unclaimed 
property in police possession. Employees will adhere to these code’s requirements. 


C. Property shall be declared unclaimed and eligible for City or Department use when the following criteria 
are met: (84.1.7) 


1. Unclaimed property remains unclaimed for a 60 day period following its submission to the PMU 
and we have exhausted all reasonable efforts to locate the lawful owner. 

2. Property seized and presented in court remains unclaimed for 60 days following final case disposition. 

3. Property must have negative NCIC/VCIN stolen checks. 


D. The city may sell at auction a bicycle or moped an officer impounds that is not claimed within 30 days 
from the date of the impoundment (City code § 5-38). 


E. The PMU Sergeant or designee will ensure that personnel accomplish final disposition of found, recovered, 
and evidentiary property within six months after legal requirements are satisfied. 


F. The Vehicle Service Center sells unclaimed motor vehicles at public auction. This Department 
shall not sell the contents of such vehicles. Impounding officers will remove items of exceptional 
value, articles found to be stolen, contraband and weapons prior to the sale and will voucher these 
items and place them in the PMU. 
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G. Employees will follow the steps outlined in § 22-806 of the City Code for the sale of motor vehicles 
and their contents. 


H. The PMU will maintain records of confiscated firearms through RMS. The Department will audit 
these records periodically. 


I. The Chief of Police will direct the destruction of all firearms that are unsafe or unfit for use, having 
no evidentiary proceedings pending, or that are of no Departmental value. Destruction may occur 
every 60 days. All weapons will be listed in the disposal request package and at least two employees 
will witness and certify the destruction upon approval. 


J. PMU personnel will periodically prepare disposal and auction lists for the Chief’s and Commonwealth 
Attorney’s approval. 


K. PMU personnel will prepare a list of items to be auctioned for the State Treasury Unclaimed Property 
Division. 


L. PMU personnel will provide a list of property authorized for law enforcement use to the Police Chief, 
Assistant Police Chief, and Bureau Commanders. If a Bureau Commander wishes to utilize a seized 
item he or she will make a written request with justification to the Chief of Police for approval. 


IV. Evidence Packaging 


For detailed information regarding evidence collection and packaging refer and adhere to the Department’s 
Property and Evidence Packaging Guide located on the police intranet and Power DMS. 


V. Submission Procedures. 


A. Package all evidence and complete paperwork as directed by the Packaging Guide and this policy. 


B. Officers should keep all evidence, except currency going into the drop safe (currency in excess of 
$2,000) together. E.g., if you must place one item in a locker, all evidence should go in that locker. 


C. Initial and seal all evidence bags. 


D. Biological Evidence 


1. Since most PERK evidence received from the SANE program is “dry” consisting of swabs, smears, 
and plucked hairs, it does not require refrigeration. If the kit is going to the lab or is “chain of 
custody” place it in a tan or silver locker and secure it with a red lock. Officers will place those kits 
requiring refrigeration in a refrigerator with a red lock and will complete the associated RFLE. 


2. Personnel will dry any clothing, bedding, or other material that are saturated/wet with blood or body 
fluids before final submission to the PMU. When an employee places items in a drying cabinet, he 
or she will seal the drying cabinet key in a key envelope (with initials) and place it in the PMU drop 
safe. The officer is responsible for returning to the PMU, obtaining the key, and packaging the items 
once they are dry, in most cases within three to four business days. Employees will submit packaged 
evidence in either a locker or mailbox as needed for lab chain of custody. 
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3. If you place an item in a drying cabinet you need to note its location on the voucher (Forensics or 
PMU). If you place an item in the PMU drying cabinet tape a copy of the voucher to the outside 
of the cabinet. Place the original voucher in the drop safe. 


4. Officers will log DNA packets (green envelopes) in the log book using the eight digit number on 
the envelope. Submit the envelope into the red mailbox without a voucher. 


5. PMU personnel or the investigator will handle the chain of custody and all lab transportation for 
items submitted in the above manner. 


E. Currency 


1. Employees will handle all currency in their custody in accordance with “the two officer rule.” The 
recovering employee will count the currency and complete a “Currency Submission Report.” Another 
employee will count and verify the currency. Each employee will print their name and employee 
number on the bottom of the form and each will initial the evidence envelope’s seal. 


2. Employees will package currency without other items. Do not staple, tape, or rubber band currency. 
Place coins in smaller clear plastic bags by denomination and then place those smaller bags in a 
larger bag. 


3. Both employees will drop currency in excess of $2,000 into the currency drop safe and both will 
sign the log and note the time of submission. Attach a copy of the voucher to the currency prior to 
submission. The primary officer will notify the shift commander and he or she will note this in the 


shift report. 


4. Officers can submit currency under $2,000 into the red mailbox or a locker with a red lock. 


5. Upon collection of an envelope containing currency, two PMU members will open the envelope 
to verify the amount submitted against the amount listed on the voucher. Both members will re-seal 
and initial the evidence envelope and place it into the safe. PMU members will also follow this 
procedure whenever monetary evidence is returned after court, analysis, investigation, discovery, or 
any other reason for temporary release from PMU custody. 


6. If an evidence envelope become unserviceable or the ability to add signatures become restricted by 
available space, the original envelope shall be retained and sealed inside a new envelope with the 
currency and all pertinent information from the original submission included on the front. 


7. An employee placing currency in the PMU bank account will remove it from the original package and 
place the bank receipt and a copy of the deposit slip in its place. PMU will hold the original packaging 
for all further court proceedings. 


8. Contact the Professional Standards Unit Commander immediately if discrepancies arise at any point 
in the currency verification process. 


F. Firearms. 


1. Place firearms in a locker with a red lock. Do not drop firearms in the red or blue mailboxes as the 
weight of the firearm may damage other evidence located therein. 
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2. Complete a firearm clearinghouse for all weapons going to the lab. This excludes revolvers and 
weapons that do not extract a round unless they are to be analyzed for functionality. 


3. Officers will complete an IBR, a voucher and a state police criminal firearms clearinghouse form for 
all recovered firearms. If the firearm has an extractor (except “safekeeping”) officers will also 
complete a DFS request for laboratory examination form and a PPD Forensic Services Unit Request 


for Laboratory Exam for, if applicable (possession in question). 


4. If an officer places a firearm in the PMU for “safekeeping” the officer must clearly state this on the 
voucher and in the IBR. Include an explanation for taking the weapon in the IBR narrative. 


G. Narcotics 


1. Submit narcotics to the red mailbox or a locker with a red lock or in a tan locker marked chain of 
custody. Officers must document the narcotic’s weight on the voucher. 
V. Temporary or Permanent Release of Evidence. (84.1.1(g); 84.1.5) 


A. Temporary release of evidence for investigative, in-house processing, laboratory analysis, or court 
purposes is permitted under certain conditions. When evidence is temporarily released, employees 


must observe the following: 


1. Employees will request evidence a minimum of two PMU working days by close of business in 
advance of each court date (e.g., if the employee has court on Thursday, he or she should request 
the evidence no later than 1700 hours the previous Monday). Employees can request evidence 
either by email (policeevidencerequest) or the intranet but not by telephone. Employees shall not 
wait until the morning of court to request their evidence. When an employee has not properly 
requested evidence for court but comes to PMU to pick it up, the officer must send an email 


request from the intranet for tracking purposes. 


2. Employees checking out evidence for court will check it out on the morning of the trial. Employees 
will not check out evidence for court without a prior request. 


3. The receiving employee will sign for all evidence released into his or her custody and is responsible 
for returning the evidence on the same day unless an alternative date is set with the PMU. PMU 
personnel will log the evidence into and out of the PMU. If an employee must return evidence after 
hours, he or she shall notify the PMU supervisor and may store it in an appropriate temporary storage 
locker until the next business day. The employee should respond back to the PMU the next business 
day to retrieve the evidence and return the stored evidence to PMU 


4. When the court retains evidence, the employee will complete PPD form 142, Property and Evidence 
Receipt and Disposition Form, regardless of the case’s disposition. The appropriate clerk is to sign 
the form and the employee will return it to the PMU by the end of court for that day. 


5. Employees will document evidence that is no longer needed for court on the bottom of PPD form 


142 and will obtain the signature of the Commonwealth Attorney assigned to the case. 
(84.1.1(g) (84.1.7) 


6. The PMU Sergeant or designee will check daily to ensure that all evidence checked out was either 
returned to the PMU or that it was retained by the court. 
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7. When the employee responsible for evidence is no longer employed by the Department, the PMU 
Sergeant or designee will contact the Commonwealth Attorney’s office to determine the evidence’s 
disposition. 


B. When an employee determines that evidence/property can be released to the owner, the officer must 
complete an IBR supplemental authorizing the release and notify the PMU by email of the release. Do 
not send citizens to the PMU to pick up their property without first doing so. Officers will only release 
property qualified for release to: 


1. The owner or other person to whom the property is booked, or 


2. The owner’s representative or other person to whom the property is booked, upon written notarized 
authorization from the owner and satisfactory proof of ownership; PMU personnel will scan the 
written authorization to RMS where it will be retained. 


3. Employees shall advise any other person seeking the release of property or the release of contraband (or 
property that is considered as such) that we can release the property to them only as a result of either: 


a. A written opinion of the City Attorney or Commonwealth’s Attorney. 
b. A valid court order to that effect. 


C. True ownership and satisfactory proof of ownership are important concepts and are sometimes difficult 
to define. 


1. Ideally, receipts, invoices, warranties, sales slips, etc., will be available as a documentary proof of 
ownership. Where this is not so, a detailed description of the item held, statement as to time, place, 
means of acquisition or other information may be acceptable. 


2. When officers seize property on a search warrant, the department will return that property clearly 
identified as stolen to the true owner when its utilization as evidence has been completed. Any 
property by admission identified as stolen will be disposed of as outlined above. Any property not 
clearly identified as stolen must be presumed to be the property of the person from whom seized and 
returned upon conclusion of any legal proceedings. 


VI. Special Submission Procedures: Evidence that is acquired during long-term investigations or other 
ongoing undercover operations will have special handling procedures. Employees will record these 
procedures in the appropriate unit manual. 


APPROVED: _ Ak lt, Mook? 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
Department Organization 


Crime Scene and Evidence Protection and Processing OPR | 05 

Effective: 02.09.16 6 pages 

Supersedes: | 83-711 CALEA: 831.1, 83.2.1,83.2.3,83.2.4, 83.2.5, 83.2.6, 83.2.7, 
3.3.1, 83.3.2 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures for properly preserving, collecting, and processing physical evidence, 
and to establish responsibilities for those personnel responding to and processing crime scenes. (83.2.1) 


POLICY: All officers are trained in evidence collection and are expected to process and protect crime 
scenes as described herein. Forensics Services Unit (FSU) personnel and Field Evidence Technicians 
(FET’s) are available to respond to crimes scenes based upon the nature of the offense, the complexity 
and type of the evidence present, the need to expedite processing based upon conditions surrounding the 
crime scene (weather, traffic, crowds etc.), and the time needed to process and collect evidence. 


GUIDELINES: Proper preservation, collection, documentation, and submission of evidence to forensic 
laboratories are vital components of an investigation. The crime scene is the investigation’s starting point, 
and through evidence located at the scene investigators develop or eliminate suspects, establish 
investigative leads, and substantiate or disprove theories about the crime. Personnel must be aware that 
evidence collected might be necessary for court at a later time, therefore they must be careful not to 
overlook, contaminate, or destroy it when processing a scene. Personnel must be prepared to collect, 
identify, and package evidence so that it will not be changed in form when it reaches a laboratory. The 
officer or technician collecting the evidence shall establish and maintain its chain of custody in order to 
ensure that it is presented to the court professionally and in compliance with the law. 


The Department’s Evidence Collection and Handling Field Guide and Property and Evidence Packaging 
Guide also contain procedures for the collection, processing and preservation of evidence and are available 
to all personnel on Power DMS to ensure that each employee processing a scene and packaging evidence 
follows the same procedures. (83.2.1) 


I. CRIME SCENE PROTECTION AND PRESERVATION PROCEDURES: 
A. Arrival and Immediate Protection of the Scene 


1. Officers responding to a crime scene have several obligations, the first being prompt but safe 
response en route to the location and upon arrival and entry into the scene. The first arriving 
officer is responsible for conducting a protective sweep that includes stabilizing and rendering 
the scene safe, aiding any injured victim(s), and protecting the scene with the objective of 
preserving it in the same condition as it was left by the perpetrator. The sooner officers secure 
a crime scene with barriers, the easier it is to control it. 


2. In cases where Criminal Investigations Bureau (CIB) personnel will respond and assume 
responsibility for the investigation, keep the scene preserved in its original condition. Officers 
may request a Field Evidence Technician (FET) to assist with this. Officers should locate and 
identify all victims and witnesses, obtain full names and addresses and, where possible, have 
them remain on site for interviews with the detectives. If evidence may be lost or destroyed 
due to weather, its fragile nature, etc., immediately collect only that evidence at risk. Prepare a 
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Il. 


detailed written statement of your observations and actions via a supplemental in PISTOL 
prior to leaving the scene. 


3. In cases not immediately assumed by CIB personnel, an officer will either process the scene 
or request the assistance of an FET if the scene requires special equipment or techniques 
beyond the officer’s capability. The officer will also conduct the preliminary investigation, 
including victim and witness interviews, the identification, interrogation, arrest of the suspect 
where possible, and IBR completion. 


CRIME SCENE AND EVIDENCE PROCESSING RESPONSIBILITIES: 


A. All personnel responding to crime scenes scene bear responsibility for ensuring scene protection 


and evidence recovery. The seriousness of the crime, the scene’s extent, and the nature of 
required evidence recovery techniques are factors that determine whether patrol officers will 
handle the scene or specialized personnel such as FET’s or FSU technicians are required. Below 
are general guidelines for making this determination; however, examine each case individually. 
In some instances deviations from the guidelines may be warranted and the patrol and CIB 
supervisors in charge will make such decisions jointly. 


. The department has personnel available on a 24 hour basis to process a crime or traffic collision 


scene if needed. (83.1.1) 


. The department has personnel, equipment, and supplies readily available for processing crime 


and accident scenes including: 


1. Recovery of latent fingerprints. (83.2.4) 
2. Photographing the scene. (83.2.4) 
3. Preparing a sketch of the scene. (83.2.4) 
4. Collecting and preserving physical evidence. (83.2.4 d) 


. Patrol Officers: Misdemeanor crimes, unexceptional larcenies and burglaries, and the recovery of 


their associated evidence are usually within the responding patrol officers’ capabilities to handle. 
Officers are expected to carry complete evidence recovery kits in order to perform required 
processing. If an officer requires assistance with a technique or equipment, he or she may request 
an FET for assistance. 


. FET’s handle evidence at more extensive scenes, or where more advanced skill or equipment than a 


patrol officer possesses is required. FET’s receive periodic forensics training and carry specialized 
cameras, equipment and additional processing supplies. They also provide assistance to FSU 
personnel at major crime scenes and work at their direction. They are also capable of handling some 
felony scenes independently, e.g., malicious wounding with no imminent threat of death, robbery 
with no personal injury or complex scene, commercial burglary, etc. 


FSU personnel are necessary for cases requiring highly specialized processing and photography. 
The FSU is assigned at least one vehicle capable of housing and transporting special equipment and 
supplies for these services. In the below listed cases, requests for technicians are coordinated 
between the patrol and CIB supervisor. 


1. Homicide and suicide; 
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2. Suspicious or unattended death when requested by CIB personnel on scene; 
3. Commercial burglary with substantial or extraordinary scene; 
4. Commercial robbery with personal injury or extensive scene. 


G. In the below listed cases, CIB investigators usually respond to the crime scene and assume 
responsibility for its handling, including evidence recovery. It is important that the investigator and 
the FSU technician work together, both immediately at the scene and for the duration of the case. 
The patrol supervisor should obtain a full assessment of the scene as soon as possible (preferably on 
scene) prior to notifying the CIB supervisor. This information is necessary to confirm the need for 
CIB or FSU response. 


Homicide and suicide; 

Suspicious and unattended deaths; 

Malicious wounding with imminent threat of victim’s death; 

Confirmed rape within 72 hours of commission; 

Apprehension of rape suspect, when victim P.E.R.K. was performed; 
Commercial robbery; 

Robbery/armed burglary; 

Apprehension of robbery suspect in pattern or spree situation; 
Apprehension of burglary suspect in pattern or spree situation; 
Apprehension of driver in a stolen vehicle in a pattern or spree situation. 


eS Ot Ol ee 


— 
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(83.2.4 b) 


1. Before personnel collect evidence they should take measurements of its original location 
within the scene. Personnel should incorporate all measurements in a rough sketch and plot it 
on the finished sketch in accordance with the Evidence Collection and Handling Guide. 
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E. Evidence Collection is outlined in specific detail by evidence type in the Evidence Collection 
and Handling Field Guide and the Property and Evidence Packaging Guide. (83.2.4 d) 


1. After an employee processes evidence for latent prints, the employee will mark or label each 
item with the identity of the person recovering the evidence, location of recovery, and a full 
description of the item recovered for subsequent identification in court. The employee will 
place any item that he or she cannot mark or that requires further or special processing in a 
container which he or she then seals and properly marks. 


F. Latent Fingerprint Recovery (83.2.4 a) 


1. Employees should attempt to process evidence for latent prints at the scene rather than 
transferring the evidence to the FSU. In determining whether to move an item elsewhere for 
latent print processing, the employee should consider the size, weight, and fragility of the 
item. If moving the item poses a risk of latent print destruction, personnel will recover the latent 
prints at the scene. 


2. Officers should avoid handling evidence; however, if it is necessary to touch or move items, 
they should wear gloves to avoid contaminating it. They should advise FSU personnel of this 
so that their fingerprints can be eliminated if FSU recovers latent prints. 


3. Personnel will handle evidence and process scenes for fingerprints in accordance with 
training and the Evidence Collection and Handling Field Guide, which conform with the 
Division of Forensic Laboratories guidelines. The FSU’s AFIS (Automated Fingerprint and 
Identification System) personnel handle labeling and storage of known and latent fingerprints 
in accordance with established state forensics guidelines. (83.2.3) 


4. Officers requesting AFIS personnel to compare recovered latent prints with the prints of known 
persons, or to enter recovered latent prints into the AFIS system must complete the written 
request form and submit it to the FSU supervisor. 


G. Evidence Submission 


1. Officers shall submit recovered evidence promptly to the Property Management Unit (PMU) in 
accordance with the Property and Evidence Packaging Guide and OPR-04, Property and 
Evidence Handling. 


2. FSU technicians will submit evidence they recover to the PMU after the completion of any 
further processing or examination they perform. If examination by the State crime lab is 
required, the technician will complete the State “Request for Laboratory Examination” form 
and handle the evidence transport. 


H. Special Evidence Considerations 


1. Only FSU or other trained personnel should collect evidence for laboratory analysis. Only 
personnel who are specifically trained to do so should collect DNA evidence. All personnel 
responsible for recovering DNA evidence are required to attend training on the techniques for 
evidence recovery and preservation. Preservation of perishable items requires timely and careful 
handling. (83.2.7 c) 
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Responding officers shall only protect the scene and prevent any contact with evidence until the 
arrival of trained forensic personnel when required. (83.2.7 a) 


The procedures for protecting, collecting, storing, transporting, and training are contained in the 
department’s Evidence Collection and Handling Field Guide. (83.2.7 b, c) 


Procedures for the submission of DNA evidence to accredited laboratories, including the type of 
documents needed to ensure maintenance of the chain of custody, and that results be submitted 
back in writing, are in the Property and Evidence Packaging Guide. (83.3.2 a, b, c, d, e) 


Personnel involved with crime scene processing should exercise caution to avoid infection by 
bloodborne or airborne pathogens. Personnel shall utilize personal protective equipment in 
accordance with their training. 


Only employees with expertise in such equipment should handle computer equipment considered 
evidentiary and identified for seizure as evidence to avoid damage or loss of data. The procedures 
for handling this evidence is in the Evidence Collection and Handling Field Guide. (83.2.5) 


IV. Crime Scene Processing Documentation (83.2.6) 


A. Any employee who processes a crime or traffic accident scene will prepare complete 
documentation of the scene’s handling and processing to provide an accurate record of events at 
that scene relating to its investigation. At a minimum, the documentation will include: 


OPSTA O OI OI 


Date and time of arrival at the scene; 

Location of the crime; 

Name of victim(s), if known; 

Name of suspect(s), if known; 

Action taken at the scene; 

Whether photographs taken, and if so, the number taken; 
Whether measurements or sketch made; 

List of physical evidence recovered; 

Report/case file reference number. 


B. Ifa processing specialist, e.g., FSU Technician, responds to process the scene, that person will 
include the following additional information in the processing report: 


sa as 


Date and time a request for service was received; 

Name of investigating officer; 

Disposition of physical evidence and exposed negatives; 

Finished crime scene sketch, if applicable (submitted with report). 


V. LEGAL REQUIREMENTS 


A. Chain of Custody 


Chain of custody is the documented series of links, via an Evidence voucher between the time 
the employee obtained the evidence until they present it in court. The links include the personnel 
who handled the evidence and the time and location of the handling. 


OPR-05 Crime Scene and Evidence Protection and Processing (02.09.16) Page 5 of 6 


B. Constitutional Considerations 


Prior to conducting any crime scene searches, employees must make an accurate determination 
regarding the existence of any search warrant requirements. The most crucial legal consideration 
pertaining to the handling of evidence is the Exclusionary Rule, which may require that evidence 
discovered or seized in violation of the suspect’s Fourth, Fifth, or Sixth Amendment Rights not 
be admitted in court. 


APPROVED: 
Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
Department Organization 


Search Warrants OPR| 06 
Effective: 07.15.15 7 pages 
Supersedes: | 02.15.02 | CALEA: 124 


APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines and procedures for securing, executing, and filing search warrants. 


(1.2.4) 


GUIDELINES: The 4" Amendment to the U.S. Constitution guarantees all citizens the right to be 
secure in their persons, houses, papers, and effects against unreasonable searches and seizures. 
Portsmouth Police officers shall observe these constitutional guarantees when obtaining and executing 
search warrants, and shall comply with the procedures outlined in this General Order. 


PROCEDURES 


I. Jurisdiction 


A. Officers must obtain search warrants in the jurisdiction where the person or place to be searched 
is located. 


II. Affidavit 


A. Supervisor Review — Officers seeking a search warrant shall have the affidavit reviewed by a 
supervisor or an attorney for the Commonwealth prior to presenting the affidavit to the 
magistrate or judge. The reviewing supervisor should have sufficient knowledge and experience 
of search warrant requirements necessary to providing a comprehensive review. 


B. Affidavit - Elements Required - An officer seeking to obtain a search warrant must appear before 


a magistrate, judge, or other official authorized to issue a search warrant, and satisfy this person 
that there is sufficient probable cause for a search. The complaint, given under oath, will be 
supported by an affidavit containing the following elements: 


1. 


Description of the person or items sought in sufficient detail to identify them with reasonable 
certainty; 


Description of the place or premises to be searched with sufficient detail to identify the 
location with reasonable certainty; 


Substantial allegation that the object, item, or person being sought constitutes evidence of the 
commission of a crime; 


Material facts which constitute probable cause for the issuing of the search warrant; 


If applicable, information which would justify an immediate entry, e.g., specific knowledge 
of the presence of weapons or of contraband being stored in a way facilitating easy disposal. 
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C. 


6. The case officer, or designee, must deliver the affidavit to the clerk of the Circuit Court 
within seven days after the issuance of the search warrant. 


Basis for Affidavit 
The affidavit may be based on the affiant’s personal observation or upon hearsay information. 


When relying on hearsay information, the affiant must provide facts establishing the informer 
(whose identity does NOT need to be disclosed) as credible and the information as reliable. 


IH. Search Warrant Execution, General Requirements 


A. 


Time Limitations 


Search warrants will be executed as soon as practical, but must be executed within 15 days of the 
issue date. If the investigating officer believes that the search should be, or is likely to be 
delayed, the investigator will postpone obtaining the warrant, but will then execute it as soon as 
practical. If an issued warrant has not been executed within 15 days, the officer will write “Not 
Executed” on the back, and turn it in to Circuit Court.The case officer, or designee, must file the 
search warrant with the clerk of the Circuit Court within three days after its execution (do not use 
weekends or federal or state holidays in computing the three day period). 


. Verification of Information 


It is the lead investigator’s responsibility to ensure that he or she has collected and verified all 
possible intelligence regarding the target of the search warrant, the location of the search site, the 
occupants, etc. Sources of information include, but are not limited to, NCIC, DMV, Pistol, 
CADS, City Directory, real estate records, utility company records, PRHA tenant lists, etc. 


Affidavit Document 


The original search warrant affidavit document will remain with the issuing officer, magistrate, 
etc. The issuing officer will attach a copy to the search warrant and serve it with the warrant. 


. Inventory Documentation 


The serving officer will complete an inventory of the items seized and notate the items on the 
back of the copy of the search warrant that he or she leaves at the location being searched, or 
with the responsible person connected with the place, person, or thing searched. 


Filing of Executed or Unexecuted Search Warrant 


Within three working days of the date the search warrant was executed, the officer conducting 
the search will complete the search inventory on the back of the warrant, and file it with the 
Clerk of Circuit Court. 


Unexecuted search warrants must also be filed with the Clerk of the Circuit Court as soon as it 
becomes apparent that the warrant will not be executed. 
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F. Risk Assessment 


Prior to executing a search the investigating officer shall complete the Department’s Search 
and Arrest Warrant Risk Assessment (available on the Intranet). 


IV. Search Warrant Execution - Special Operations Plan Requirement. 


A. There are circumstances when a search warrant execution requires a team entry commonly 
known as a “raid.” A raid is the invasion of a building or locality for a lawful purpose (e.g., a 
search warrant to be executed at a place where there is a potential for resistance or violence). In 
this type of search warrant execution, the following additional requirements apply: 


1. Written Plan — the case officer will complete a comprehensive written plan in accordance 
with OPR 49 prior to the execution of the search warrant on PPD Form 160 This plan will 
emphasize the need for the safe and efficient completion of the operationThe written plan’s 
components include, at a minimum: 


The target and location of the search warrant, including a diagram of the search site; 
The objective of the search warrant; 

The assignments of the entry and search team(s); 

Vehicle assignments of the team; 

All equipment to be used by the team; 

The location and route to the nearest hospital; 

Medical response plan (this includes use of, or notification of Portsmouth EMS. In most 
cases, officers should not transport critically injured officers unless properly equipped to 
handle the situation, e.g., SWAT medic); and 

h. Whether or not immediate entry is authorized. 


paN gp 


2. Plan Approval — The operation plan must be approved and initialed by a police captain (or 
higher rank) prior to the operational briefing. The approving captain should also review the 
search warrant to ensure that probable cause exists, and evaluate the circumstances to 
determine if assistance from any specialized unit is required. In circumstances where a 
captain is not at the workplace, the supervising lieutenant shall email the operation plan and a 
copy of the search warrant to the captain, and provide him or her a verbal briefing If the 
captain is comfortable that all necessary steps and precautions have been taken, he or she will 
email the Lieutenant an approval email that shall be printed and kept with the operation plan. 


3. Operational Briefing - The lead investigator, or designee, will conduct an operational briefing 
prior to the search warrant execution, and all persons participating in the operation will be in 
attendance. Personnel absent from the operational briefing are not authorized to participate in 
the operation. The briefing which will include, at a minimum: 


a. A detailed description of the place to be searched; 

b. Any intelligence on the persons who may be inside the premises, including children, 
elderly, or persons requiring special caution; 

Any information about weapon presence; 

d. Previous contact with persons who may frequent the premises; 


g 
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e. Positioning, role, and responsibility of each member of the search and or entry team; 


f. Any other information which may assist in the safe, efficient, and orderly execution of 
the warrant. 


4. Personnel/Attire Requirements 


a. A supervisor will approve the search team’s members. Only those employees that have 
received training in making entry during a search warrant shall be permitted to participate 
in a raid-type entry. 


b. A uniformed officer should be present and visible for the operation, unless exigent 
circumstances prevent it. 


c. A police supervisor must be on scene, and is responsible for ensuring that sufficient 
manpower is assigned to execute the search warrant in a safe manner. 


d. Plain clothes officers will display their badges, and wear identifying garments, such 
as raid jackets with “POLICE” in block lettering, over their normal clothing. All 


personnel participating in a raid operation are required to wear ballistic vests and helmets. 


V. Entry Procedures for Search Warrant Execution 


D 


B. Announcement of Authority and Purpose 


1. A designated team member will notify persons inside the search site of the team’s presence 
by knocking on the door and, in a voice loud enough to be heard inside, announcing that 
police are present, have a search warrant, and demand admission to the premises. 


2. Before proceeding with entry, the search team must allow occupants a reasonable time to 
answer. The reasonable time may depend upon time of day and size of the premises. 


C. Entry Refusal - if the occupants refuse entrance after a reasonable time, officers may force entry 
into the premises, keeping officer safety in mind. Refusal to admit entrance may be expressed, or 
it may be implied in the two following circumstances: 


1. Admission is not granted within a time that would be considered reasonable if any entry 
was to be granted at all; 
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2. The officer awaiting entrance sees or hears suspicious activity, such as flushing toilets or 
footsteps running away from the door, indicative of efforts to conceal or destroy evidence, 
or to escape. 


D. Immediate Entry - There are circumstances permitting officers to make an immediate entry 
without the usual announcement of authority and purpose. The following conditions apply when 
making an immediate forced entry: 


1. Officers must have probable cause to believe they will be endangered by an announcement 
of authority and purpose, or they must have reasonable belief that the occupants may tamper 
with or destroy evidence upon hearing such announcement. 


2. The first officer crossing the entry threshold will immediately announce the authority and 
purpose for the search. 


3. Officers may use the degree of force that is reasonably necessary under the circumstances of 
the search to affect a lawful purpose. 


E. Other Entry Requirements - Only certified police officers and other authorized law enforcement 
personnel may enter the premises being searched. 


VI. Search Procedures/Issues 


A. Search Progression 


After officers secure the site, they will conduct the search in an orderly progression. An officer 
will give a copy of the search warrant to the occupants, or leave it in an appropriate place if the 
premises are unoccupied. The lead investigator will explain the search’s purpose to the 
occupants. 


B. Scope of the Search 


As a general rule, the area to be searched is defined in the search warrant, and may not extend 
further. Only those persons or places listed in the warrant may be searched. If the search 
includes the curtilage, the search warrant should include the curtilage in Part 2 of the affidavit. 


C. Conduct During the Search 


To the extent possible, officers will conduct the search in a courteous and non-destructive 
manner. Officers shall not overturn furniture and other property or handle it with reckless 
disregard. Prior to leaving the scene, officers minimize disarray caused by the search team. 
Officers will record any items broken and photograph the areas searched in order to protect 
themselves and the department from false complaint by occupants who may cause further 
damage after the search team leaves. 


D. Search of Persons Occupying the Premises 


Officers will treat occupants of the premises being searched as respectfully as possible under the 
circumstances, but can restrict their movement to prevent interference with the search. Officers 
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may search these persons only if they are listed in the warrant, give consent, are arrested, or if 
probable cause arises for a search; however, any person present may be frisked if a search team 
member reasonably suspects that the person is carrying a concealed weapon. 


E. Evidence Collection 


The lead investigator or officer in charge of the search team will designate a team member as 
the evidence custodian responsible for the following: 


1. Properly packaging, sealing, marking, or tagging each item seized. Each item will be 
identified by the date, time, place, and circumstances of seizure, and by the name of the 
custodian and of the search team member who first discovered it. 


2. Record all items seized on the back of the search warrant copy, which is to be left with the 
occupant or in an appropriate place if the premises are unoccupied. 


3. Maintain custody of the seized items until submitted to the Property Management Unit. 


4. Complete the Property & Evidence voucher, listing all evidence and items seized. The 
custodian will handle all items will in accordance with established guidelines regarding 
evidence, and impound all seized vehicles in accordance with established procedures. 


F. Discovery of Unspecified Seizable Items 


Officers can seize evidentiary items not specifically listed on the warrant but discovered 
inadvertently. Such items may include weapons, contraband, fruits or instruments of a crime, 
or other evidence. 


VII. Search Termination 


A. Search Completion - The search will terminate when officers have found all items listed in the 
warrant, when it reasonably appears that the items are not on the premises, or when it appears 
that the search is erroneous. 


B. Erroneous Search 


If the search team believes that a search was the result of a law enforcement error, the lead 
investigator and the supervisor of the search team will explain the circumstances of the 
error/mistake to the occupant. Team members will NOT admit liability or indicate that any 
government agency will compensate anyone monetarily for the intrusion. Officers will refer all 
inquiries related to the issue of compensation for damages to Risk Management. The primary 
investigator’s supervisor will thoroughly document the incident listing the property owner’s 
identity, names of any witnesses, photographs of any damage, and other pertinent information. 
The supervisor will forward this documentation, along with a copy of the operations plan, 
through the chain of command to the Bureau Commander, who will review the circumstances 
leading to the erroneous search. A final report, including findings and recommendations, will be 
forwarded to the Assistant Chief and Chief of Police. 
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VIII. Post Search, Requirements and Procedure 


A. Post-Operation Debriefing — The lead investigator or the supervisor will conduct a post-operation 
debriefing that all members of the search team will attend. Although not always possible 
immediately following completion of an operation, this debriefing should be conducted as soon 
as practical after an operation. 


B. Documentation — An officer must make a complete record of the important features of the 
search, and submit a copy of this record to the commander of the unit executing the search 
warrant. It is the lead investigator’s responsibility to ensure all paperwork is complete and in 
compliance with departmental policies. The report will include the following: 


Time and place of warrant execution; 

All the circumstances of the entry; 

A summary of the operation; 

A summary of the post-operation debriefing; 

A copy of the operation plan, with a diagram of the search site attached. 


CR Od ies 


The investigator will also complete an IBR, regardless of whether charges are filed. 


APPROVED: Miia le; Mook? 


Dennis A. Mook, Chief of Police 
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1.4.1 POLICY 


In all vehicle operation, employees shall exercise reasonable caution, prudence, and due regard 
for the rights and safety of others. Officers who engage in vehicle pursuits and other emergency 
vehicle operation must continually balance the risks involved against the need to pursue or 
respond at high rates of speed and make corresponding judgments in favor of public safety. 
Officers shall not initiate or continue pursuits for non-felony offenses, non-violent felony offenses 
or traffic infractions. 


For purposes of this policy, “pursuit(s)” and “pursuit driving” are defined as operating a police 
vehicle significantly outside the ordinary rules of the road to remain in proximity with another 
vehicle. Initial efforts to catch up to (overtake) a violator or suspected violator is not a “pursuit” 
or “pursuit driving” under this policy but is regulated by its general provisions and its section on 
Response Driving (1.4.4. below). “Routine” vehicle operations involve driving speeds consistent 
with the normal flow of traffic, obedience to vehicle laws and posted signs, and adherence to 
commonly understood “rules of the road.” “Emergency response” driving is driving outside the 
parameters of “routine” driving and, of course, must involve an “emergency.” “Emergency” is 
defined as a situation where there is reason to believe serious violence or injuries occur and still 
requires immediate response, or when the escape of an individual poses significant and 
immediate threat to the public, or where there is any other compelling need for immediate action 
to avert serious injury or major property damage. A “supervisor” is a Portsmouth police officer 
with the rank of Sergeant or above and does not include officers who are acting supervisors. 


1.4.2 PURPOSE AND DISCUSSION 


This policy establishes rules, guidelines, and procedures governing pursuit driving, emergency 
response driving, and other vehicle operation in order to assure that all vehicle operation is 
consistent with department values and the law, thereby promoting both officer and public safety. 


1.4.3 RULES APPLICABLE TO ALL VEHICLE OPERATION 


All Department vehicles shall be operated with due regard for safety and in full compliance with all 
traffic laws and regulations. Police vehicles are conspicuous symbols of authority and each officer 
is responsible for setting a visible example of good driving behavior and habits, including utilization 
of seatbelts. 
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Sending or typing text messages/photographs during vehicle operation is prohibited. Officers may 
use cellular telephone only in a manner that allows safe operation of the vehicle and complies with 
state law. 


Officers shall exercise good judgment and appropriate caution when operating a vehicle in which 
computers and/or video displays are present. The use and/or operation of this equipment is 
secondary to the need for safety. 


In all vehicle operation, officers shall be cognizant of their duty to ensure that proper attention and 
due regard are given to their primary responsibility—operation of the vehicle, adhering to the 
following rules: 
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Officers shall wear their safety belts at all times while operating department vehicles. The 
only exception is upon immediate approach to any scene of an incident or emergency where 
the officer believes a rapid departure from the vehicle may be required. At that point the 
officer may release the seat belt. 

The use of any tobacco product in any department vehicle is prohibited. 

Drivers will carefully observe surrounding conditions before turning or backing any vehicle. 

Personnel will not leave a Department vehicle unattended with the engine running, nor 
leave the vehicle unlocked when they have left it to handle other business. 

Personnel will park department vehicles at the scene of a crime, a motor vehicle crash, or 
other incident, in such a manner so as not to create an obstacle or hazard to other traffic, 
unless necessary for the protection of an incident scene or injured persons. If a traffic hazard 
exists, officers will use emergency lights to warn other drivers approaching the location. 


Vehicle Operation Considerations 


During all vehicle operations, officers shall take reasonable account of: 
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Type, condition, and capabilities of the vehicle being operated. 

Type and condition of the roadway (blind curves, narrow roads, school zones ,etc.). 
Obstacles, both present and potential, that must be avoided (e.g., objects on the roadway, 
construction, standing water, etc.). 

Time of day, weather conditions and visibility. 

Population density and pedestrian traffic. 

Volume, type, speed, and direction of vehicular traffic. 

Operator’s familiarity with vehicle and the area. 

Operator’s experience, training and driving skills. 


RESPONSE DRIVING AND EFFORTS TO OVERTAKE OTHER VEHICLES 


General Provisions 
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When responding to emergency situations and in efforts to catch-up-to (overtake) other vehicles 
(typically violators and suspected violators), officers shall operate their vehicles in accordance with 
state law pertaining to emergency driving and the guiding principles of this policy, including the 
speed limitations specified below. In order to catch up to violators who are already speeding 
extremely, it would often be necessary to drive at speeds categorically unacceptable to the 
community and this Department and which are therefore and hereby prohibited, as they are with 
other similar response driving speeds. 


In deciding the extent to which it may be reasonable to deviate from the normal rules of the road in 
emergency response driving, the officer shall consider such additional factors as: 


1. Nature of the offense and the circumstances known concerning the call; 

2. Whether an emergency response is likely to favorably influence any outcome of events; 
and 

3. Location and response of other emergency resources. 

4. In respect to overtaking runs (like overtaking speeders during traffic enforcement) 
whether it is reasonable to believe the brief overtaking run can be successful without 
violating the speed limitations stated in the following paragraph. 


Emergency Response and Overtaking Speed Limits 


In response to what an officer reasonably believes is an emergency involving a serious crime 
and/or the imminent threat of death or serious injury or in a brief effort to overtake a violator 
traveling in a vehicle, the officer may exceed the speed limit after assessing risks and so long as 
doing so does not recklessly endanger life or property--but even then, and even in the best driving 
conditions, on non-controlled access roadways shall not exceed: 


1. 15 mph over the posted speed limit where the speed limit is less than 45 mph; or 
2. 25 mph over the posted speed limit where the speed limit is 45 mph or more. 


On controlled access roadways (like interstate highways and freeways), the officer may not 
exceed 30 mph over the posted speed limit even in the best of conditions. 


The preceding speed limitations shall not be interpreted as license to drive (up to) those speeds 
but instead interpreted as absolute ceilings on driving speeds, even in the best driving conditions. 


Exception 
The speed limits set above do not apply while assisting federal and state officials in approved 
executive protection escorts. Officer are required to follow orders and instructions set in the 
escort operation plan. This exception does not relieve the officers of the need for due regard 
for the safety of others. 


In addition: 
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Officers may proceed through intersections contrary to traffic signs and signals only after 
first stopping or slowing sufficiently to make absolutely certain the way is clear, then 
proceeding through the intersection at no more than 15 mph. Fully activated emergency 
equipment is required but does not relieve officers of the need for due regard for the safety 
of others. 
The officer shall never drive at speeds that are unreasonable given existing driving 
conditions. There may be circumstances (e.g., ice, traffic, pedestrian density, etc.), in which 
it would be unreasonable to drive even at the posted speed limit. 
When considering or participating in overtaking a violator, if it is reasonably apparent that 
the officer is not likely to quickly overtake the other vehicle within the driving speed 
limitations established above, the officer shall promptly cease high speed driving and, if 
appropriate, attempt other means of apprehending the violator. 
Officers shall not attempt to escort other emergency vehicles or private vehicles on an 
emergency run. Assistance may be given by blocking intersections to aid in the movement 
of such vehicles. 
Officers shall operate both emergency lights and siren during emergency response driving 
and when driving significantly outside the normal rules of the road in overtaking runs. If 
circumstances make use of the siren dangerous or otherwise inappropriate, as could be the 
case when an officer nears the scene he or she is responding to, the officer may eliminate 
the siren but shall then conform to the posted speed limits and other rules of the road. 
Four-way emergency flashers shall not be used as emergency response equipment on any 
police vehicles, marked or unmarked, during an emergency response, as they deactivate 
turn signals. 
Upon being notified that an emergency response has been initiated, the appropriate shift 
supervisor shall verify the following: 

a. The proper response has been initiated 

b. No more than those units reasonably necessary under the circumstances are 

involved in the response 

c. Affected outside jurisdictions are being notified as practical 
Officers must discontinue emergency operation when an officer on scene advises other units 
that they can slow down or that no more units are needed on scene. 
Officers operating unmarked police vehicles with concealed emergency lights must use 
extreme caution in assuming the right-of-way at intersections, where the concealed 
mounting of the lights prevents the clear vision or observation of those lights by drivers of 
intersecting vehicles. 
When an officer operating a police vehicle under emergency conditions approaches a school 
bus that is loading or unloading students, the officer will stop completely in accordance with 
state law, and will not proceed until the bus driver has assured him or her that it is safe to 
advance. The officer will also check the surrounding area to ensure that no students are 
about to cross the roadway or are in a location where they could be endangered if the 
emergency vehicle proceeds. Officers will use extreme caution when proceeding through 
active school zones, and continue at a speed that will allow them to see and avoid any 
pedestrian traffic. 
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1.4.5 PURSUITS 


Pursuit driving is defined and regulated at the beginning of this policy (1.4.1). Generally, pursuit 
driving may be undertaken or continued only where there is probable cause to believe the subject 
to be apprehended has committed, or is about to commit, a felony dangerous to life. 


In order to prevent escape and avert potential need for a pursuit, police vehicles, but only when it 
is reasonably safe to do so, may physically block stationary/parked vehicles. This action is not a 
“roadblock.” 


Stationary and moving (“rolling”) roadblocks to end an already-occurring pursuit are prohibited, as 
are “channeling,” ramming and other forms of intentional contact, including “PIT” type actions. The 
use of tire deflation devices is permitted and the proper use described below. 


Justification and Termination 


The goal of any pursuit is the safe apprehension of the suspect without undue danger to the 
public. Therefore, vehicle pursuits may be initiated and/or continued only when danger to the 
public created by the pursuit is less than the imminent or likely danger to the public should the 
suspect remain at large. 


In addition to earlier listed considerations for normal vehicle operation, when deciding whether to 
initiate, continue, or terminate a pursuit officers shall consider all circumstances affecting public and 
officer safety, including: 


The type of underlying offense. 

The number of police vehicles in the pursuit. 

The safety of the public. 

Speed, mental condition, possible impairment of violator. 

Hazardous maneuvers (e.g., driving against on-coming traffic, running through red lights 
or stop signs) by the violator. 

The presence of any non-sworn passengers in the police vehicle. 

Minors or hostages in fleeing vehicle. 

The officer’s knowledge, training, and experience. 

Whether the officer knows the identity of the violator and whether apprehension likely 
can occur later without the need for pursuit driving. 

10. Quality of radio communications. 


UT Bi Wah rr 
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The controlling supervisor and officers engaged in a vehicle pursuit shall continually evaluate the 
totality of the circumstances justifying the pursuit. If at any time the circumstances change or evolve 
to a point where the pursuit is no longer justified under this policy, the officer and/or supervisor 
shall immediately terminate the pursuit. 


Officers must consider the totality of the circumstances known as they decide to pursue and/or 
continue a pursuit, which circumstances shall be fully documented by the involved officer(s) in a 
written report of the pursuit driving. 


G.O. 1.4 Vehicle Operation 
Copyright 2021 by Randy Means & Associates, LLC 


General Rules Regarding Pursuits 


Only police vehicles equipped with and utilizing full emergency equipment may participate in a 
pursuit. 


Only the primary unit, secondary unit and controlling supervisor engage in a vehicle pursuit at any 
given time, unless circumstances dictate otherwise and authorized by the supervisor. 


Once a pursuit is initiated, Communications personnel will broadcast to “clear the air.” Control is 
with the pursuing officer(s) and only emergency radio traffic is allowed until the pursuing officer(s) 
or controlling supervisor communicates otherwise. 


The primary unit will be responsible for giving full time and attention to the fleeing vehicle and its 
occupants and will constantly assess the prudence of continuing the pursuit based on risk factors 
outlined herein. 


Once in place, the secondary unit shall be responsible for handling radio traffic, providing updates 
regarding location, speed, and other information relevant to the pursuit. 


No other officers or units will participate in pursuit or pursuit-related activities without specific unit 
authorization clearly granted via radio transmission by the controlling supervisor. 


The controlling supervisor may grant permission for additional units to participate only in 
circumstances where doing so is likely to increase overall safety. 


Officers may and should proceed through intersections contrary to traffic signs and signals only after 
making certain the way is clear and the action is taken safely. Driving the wrong way on one-way 
roads is prohibited. 


Officers must terminate their role in the pursuit if they feel their police vehicle is unsafe to continue, 
the pursuit has entered unfamiliar roads or streets, an officer feels the requirements of the pursuit 
have exceeded personal driving capabilities, or for any reason his or her participation might 
jeopardize the safe conduct of the pursuit. 


Officers shall relinquish their position and advise by radio of their withdrawal actions from the 
pursuit. The controlling pursuit supervisor shall determine whether another unit can and will 
assume the vacated position. 


Pursuit driving shall not be undertaken or continued by an officer with civilian passengers in the 
police vehicle. 


Except in the most compelling circumstances involving direct life-saving measures, pursuing a 
subject on a motorcycle is prohibited. 
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Primary Unit Pursuit Procedures 


Except as specifically ordered by a supervisor, responsibility for the decision to participate in a 
pursuit rests with the individual officer, but that decision must be in accordance with this policy. 


Officers initiating or participating in a pursuit shall notify Communications immediately that a 
pursuit is in progress, and provide: 


Unit number 

Offense or reason for the pursuit 

Location and direction of travel 

Descriptions of vehicle and, if available, driver and other occupants 

Any exigent or unusual circumstances such as but not limited to: children in the pursued 
vehicle, suspect traveling the wrong way on a divided or one-way highway, occupants 
displaying/using weapons, etc. 
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As soon as possible after the initiation of the pursuit, the pursuing officer, who shall be designated 
the primary pursuit officer, shall provide Communications as much of the following information as 
reasonable under the circumstances: 


Road, traffic and weather conditions 

Speed of the suspect vehicle 

Incidents, such as accidents, occurring during the pursuit 
Description of the suspect's actions 
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The primary unit shall communicate updated conditions and actions as they occur until a secondary 
unit becomes engaged in the pursuit. 


The primary unit is responsible for listening to radio communications, correcting any 
miscommunication, complying with all policies and directives, continually weighing the decision to 
continue the pursuit, and acknowledging any termination notice. 

The primary unit shall maintain a safe interval (reactionary gap) behind the fleeing vehicle, enough 
as to ensure that the police vehicle can be brought to a safe stop, without collision, should the 
suspect vehicle stop abruptly. 


In the case of a two (2) person police unit, the officer riding as the passenger in a primary pursuit 
vehicle will handle the radio communication. 


Secondary Unit Pursuit Procedures 
Unless directed otherwise by a supervisor, a second police unit (designated secondary unit), may 


join in pursuit of the fleeing vehicle. Once in visual range of the primary unit, the officer shall provide 
Communications with the unit number and location and direction of travel. 
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The secondary unit will then assume radio communications and be responsible for updating 
conditions and actions as they occur: 


Location and direction of travel; 
Speed of the pursuit; 

Road and traffic conditions; 
Description of the suspect's actions; 
Primary officer’s emergency driving. 
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The secondary unit shall maintain a safe interval (reactionary gap) behind the primary unit and/or 
fleeing vehicle, enough to ensure that the police vehicle can be brought to a safe stop, without 
collision, should the suspect vehicle or primary police unit stop abruptly. 


Supervisor Responsibilities and Procedures 


The controlling supervisor shall promptly acknowledge by radio and take command of the pursuit. 
All units should keep the radio channel clear while the controlling supervisor ascertains all the 
necessary information from the primary unit in order to determine if the pursuit will continue. 


The controlling supervisor shall designate a secondary unit (if Communications has not already done 
so) to assist the primary pursuing officer and shall in any event limit the number of units participating 
in the pursuit to the minimum number necessary to safely and effectively conduct it. 


The controlling supervisor shall monitor the pursuit, coordinate the involvement of all assisting 
officers, and: 


1. Continuously consider all available information to ensure compliance with this policy, and 
immediately terminate pursuits not authorized under this policy; 

2. Remain in the controlling supervisor position until the pursuit is terminated, or until 
relieved by a higher authority; 

3. Continually monitor and weigh all objective risk factors in permitting a pursuit to 
continue; 

4. Carefully consider whether the need to apprehend the suspect has been properly 
weighed against the dangers created by the pursuit; 

5. Promptly proceed to the termination point of the pursuit if the violator’s vehicle stops; 
and 

6. Coordinate involved officers and available support (e.g. canines, aerial support, etc.). 


Should a supervisor initiate a pursuit and be the only available supervisor, he or she must direct 
another marked patrol unit(s) to take over the primary or secondary unit responsibilities as quickly 
as reasonably possible. If no other marked vehicle and no other supervisors are available, the lone 
supervisor engaged in the pursuit must weigh this factor in determining whether to continue the 
pursuit, and respond accordingly. 


Assisting & Uncommitted Units 
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Unless ordered to participate, otherwise uninvolved units shall remain in their assigned areas 
and drive in accordance with the ordinary rules of the road. If ordered to participate, officers may 
respond to the pursuit location in emergency response mode, utilizing all emergency equipment 
and complying with the emergency response driving provisions of this policy, including driving 
speed limitations. Uncommitted units should remain aware of the direction and progress of the 
pursuit but not directly engage unless specifically authorized by supervision. In no event shall 
uninvolved units drive outside the ordinary rules of the road to parallel or follow a pursuit. 


Unmarked Police Vehicle and Vehicles without Emergency Equipment 


Police vehicles not equipped with full operating emergency equipment shall not participate in 
pursuits. 


Unmarked police vehicles not equipped with roof mounted emergency light bars shall yield pursuit 
position to police vehicles with roof mounted emergency light bars when it is safe to do so. 

If an unmarked police vehicle is participating in a pursuit, the primary unit officer and the controlling 
supervisor must take into consideration the additional risk factors involved in their continuing the 
pursuit with unmarked vehicles involved and make pursuit-related decisions correspondingly. 


Special Purpose Vehicles 


Should an officer driving a special purpose vehicle (e.g., motorcycle, or unmarked car) initiate a 
pursuit, he or she will relinquish primary unit status immediately upon the participation of a marked 
regular vehicle. Once a secondary marked vehicle engages in the pursuit, the officer driving a special 
purpose vehicle shall immediately abandon the pursuit. After abandoning the pursuit, the officer 
driving a special purpose vehicle may proceed to any eventual termination point in a non-emergency 
driving mode, adhering to the normal rules of the road. 


Communications Center Responsibilities 
As soon as reasonably possible, Communications personnel shall: 


1. broadcast a “clear the air” when an officer announces that they are in pursuit, 
2. immediately contact a field supervisor to take command of the incident if no field supervisor 
is on the air. 


Termination of Vehicle Pursuits 


Termination of a pursuit shall be ordered by the primary unit, involved assisting officer, 
controlling supervisor, or a higher authority at any time the pursuit cannot be conducted safely 
and within the parameters of this policy. Any officer with relevant information regarding pursuit 
dangers shall promptly report such facts to the controlling supervisor and may recommend 
cancellation of the pursuit. If emergency needs compel it, any officer with pertinent information 
should cancel the pursuit immediately even without prior supervisory approval. 
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Any decision to terminate must be immediately reported to Communications for broadcast to all 
units. 


An officer ordered to terminate a pursuit must immediately do so and immediately return to the 
ordinary rules of the road. Any attempt to follow after the suspect vehicle is prohibited. 


Forced Termination of Pursuits 


Forced termination techniques like ramming, “PIT,” and roadblocks (stationary or moving) are all 
prohibited under this policy, as are “channeling,” “boxing in,” and other similar efforts to use a 
moving vehicle or vehicles to control or confine another moving vehicle. Use of tire deflation devices 
is sometimes allowed. Requirements and prohibitions regarding such devices are found below. 


Tire Deflation Device Procedures 


Officers who have received departmental training in their use should consider tire deflation 
devices, whenever practical, as a means of limiting or terminating a pursuit, but supervisory 
approval must be obtained before their use. Officers who have supervisory approval for the 
deployment of tire deflation devices still must appropriately consider the following before using 
the device: 


1. The most effective location for the placement of the tire deflation device; and 

2. The deployment location should have reasonably good sight distance to enable the officer 
deploying the device to observe the pursuit and other traffic as it approaches. 

3. Deployment should not occur on curves, bridges, or in any other position where use 
would be unsafe or otherwise inappropriate. 

4. If possible, officers deploying tire deflation devices should choose a location with natural 
barriers such as roadways with under/overpasses, guardrails, or shrubbery. These barriers 
assist in concealing the officer from the suspect's view, limit the suspect's ability to avoid 
the device, and allow the deployment of the device so that the officer’s position is 
relatively safe. 


Tire deflation devices generally should not be deployed to stop the following types of vehicles: 


Any passenger bus transporting passengers. 

Any school bus transporting students. 

Any vehicle transporting hazardous materials. 

Any vehicle that would pose an unusually severe hazard to citizens beyond the hazards 
normally involved in pursuits. 

5. Any vehicle with three wheels or fewer. 
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Other Requirements 


The controlling supervisor overseeing the pursuit shall coordinate with the pursuing officer(s) 
and the officer(s) deploying the tire deflation device in order to ensure the safe and effective use 
of the device(s). 
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The officer(s) deploying the tire deflation device must be in position at a predetermined location 
in sufficient time for proper deployment or no deployment should occur. 


The coordinating supervisor and all pursuing officers should be notified when the device is 
deployed. 


The tire deflation device will be deployed in accordance with the manufacturer's 
recommendations and training guidelines but only as is also compliant with this policy. 


After deploying the tire deflation device, everyone at the scene should take safe position far 
enough away from the device to minimize the risk of being struck by the subject vehicle should 
operate erratically in an effort to avoid the tire deflation device or after striking the device it. 


Officers who deploy tire deflation devices are responsible for securing them immediately after 
their use. This shall include searching the immediate area, when it is safe to do so, where the 
device deployed and collecting any spikes or points, which may have become detached, and 
properly maintaining, preparing for reuse and storing the devices. 


The use of tire deflation devices will be treated as a use of force. Officers deploying them must 
note their use in a vehicle pursuit report and incident report (See GO XXXX on Critical incident 
Reporting and Review). 


Used tire deflation devices will be collected as evidence and handled accordingly, all pursuant to 
GO XXXX on Evidence Handling. 


Pursuits Entering Another Jurisdiction 


When it appears a pursuit is about to leave Portsmouth’s jurisdictional boundaries, the involved 
supervisor and the primary pursuit officer will re-evaluate the risk factors to determine whether to 
continue the pursuit. These factors include: 


Distance already traveled in pursuits; 

Unfamiliarity with the area in which the pursuit is entering; 

Safety considerations to the public and officer; 

Whether or not a request for assistance will be made to the next jurisdictional agency; and 
Whether or not control of the pursuit will be relinquished to the next jurisdictional agency. 


Gr BDO it 


If the pursuit will enter another jurisdiction, Communications will contact that jurisdiction’s agency 
as soon as is practical, take appropriate actions for radio networking and exchange of information, 
and advise them of the following: 


1. That a pursuit is about to enter, or has entered, their jurisdiction; 
2. The pursuit location, its direction of travel, the approximate speed of the pursued vehicle, 
and a description of any erratic or unusual driving maneuvers by the vehicle’s driver; 


11 
G.O. 1.4 Vehicle Operation 
Copyright 2021 by Randy Means & Associates, LLC 


3. The primary offense for which the vehicle and occupants are wanted; 

4. The vehicle license plate number, as complete a description of the vehicle and occupants as 
is available, and whether any known weapons are involved; and 

5. Whether or not the assistance of the jurisdictional agency is being requested. 


Control of Inter-Jurisdictional Pursuits 


The initiating agency will have control of and be responsible for the pursuit unless they specifically 
relinquish control to the jurisdictional agency. 


The agency in control of the pursuit must have a supervisor (e.g., Watch Commander, Shift 
Supervisor) monitoring the pursuit or actively pursuing. 


Involved units from the originating agency may discontinue the pursuit when advised that the 
jurisdictional agency has assumed the pursuit. The primary unit shall proceed, at the direction of a 
supervisor, to any eventual termination point to assist in the investigation. 


Taking into consideration the pursuit factors and any other articulable extenuating circumstance, 
the second or subsequent jurisdictional agency may: 


1. Assume control of the pursuit; 

2. Assist the originating agency by attempting to clear intersections to allow the other agency 
and the pursued vehicle unobstructed passage; 

3. Join the originating agency in the pursuit and actively pursue with the originating agency; 

4. Decline involvement in the pursuit for any reason; or 

5. If the initiating agency’s reason for the pursuit does not meet the pursuit criteria of the 
second or subsequent jurisdictional agency, they may decline to actively engage in the 
pursuit. They will contact the initiating agency and notify them as such. 


If the PPD relinquishes control of a pursuit to a second or subsequent jurisdictional agency, their 
unit will assume responsibility as the primary unit. The Portsmouth unit will assume responsibility 
as the secondary unit. Risk factors such as radio range, driving through unfamiliar territory, and the 
possibility of the pursuit extending even farther, should be considered. 


If the second or subsequent jurisdictional agency’s police units take over the primary and secondary 
positions, the Portsmouth unit will relinquish the pursuit to that jurisdiction. The initiating 
Portsmouth unit will gather information from Communications about the progress of the pursuit. 
Once the pursuit has ended, the initiating unit will proceed to the location and continue the 
investigation. 


Pursuits Entering Portsmouth 


Upon receiving notification from Communications that a pursuit from another jurisdiction is 
entering (or has entered) Portsmouth’s boundaries, the Shift Commander or supervisor will make a 
decision on the PPD response based upon: 
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1. The safety of the public and all law enforcement; 

2. The factors articulated by the originating agency regarding the pursuit (including the reason 
the pursuit was initiated); 

3. The identity of the offender(s); and 

4. The ability to effectively maintain the pursuit. 


Taking into consideration the pursuit factors and any other articulable extenuating circumstance 
PPD officers may, upon approval from a supervisor and in conformity with all provisions of this 


policy: 


1. Assume control of the pursuit. The assigned units should move to strategic positions to safely 
receive the pursuit. Officers should have emergency lights already activated when the 
pursuit comes within their sight; 

2. Assist the originating agency by attempting to clear intersections to allow the other agency 
and the pursued vehicle unobstructed passage; 

3. Join the originating agency in the pursuit and actively pursue with them, or 

Decline involvement in the pursuit for any reason. 

5. If the initiating agency’s reason for the pursuit does not meet the pursuit criteria of our 
department, we may decline to actively engage in the pursuit. We will contact the initiating 
agency and notify them as such. 


= 


Other Considerations in Inter-Jurisdictional Pursuits 


Officers will conduct pursuits based on direction of the agency assuming primary control of the 
pursuit so long as doing so would not violate the principles of this policy. 


In all inter-jurisdictional pursuits, due consideration must be given to radio communication 
networking, out-of-city police officers’ lack of familiarity with another city’s neighborhoods, and 
other problems inherent in such pursuits. The monitoring supervisor must keep the safety of both 
officers and the public in mind, and will exercise command and control of the pursuit as long as it 
remains within Portsmouth. 


Officers will utilize plain English and avoid possibly agency-specific terminology when 
communicating on mutual aid radio channels and with other departments. 


Continuation/Termination 


The Shift Commanders or supervisors of both the currently involved and initiating agencies will 
closely monitor the progress of the pursuit. Either may make a request that the pursuit be 
terminated based upon: 


1. Further information received; and/or 
2. Increased risk factors of its continuation. 


If the pursuit is not terminated per a request, the requesting agency may change its level of 
response. 
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The role and responsibilities of any officers present at the pursuit’s termination should include 
providing services such as: 


1. Scene control; 

Coordination and completion of supplemental reports; 

3. Charges/Investigative follow-up initiated as a result of the pursuit (pursuant to §19.2-77 
Code of Virginia); and/or 

4. Other assistance as requested, or accepted. 


N 


If the pursuit continues completely through Portsmouth and into another city, Portsmouth units 
will relinquish the pursuit. 


If a police supervisor from a neighboring agency recommends that PPD terminate a pursuit in 
their city, the PPD supervisor will do so. 


Pursuit Ending in Apprehension Outside of the Department’s Jurisdiction 


If a pursuit ends in the apprehension of the suspect in a jurisdiction adjoining this Department’s 
jurisdictional lines, the arresting officer will bring the accused back to this Department’s jurisdiction 
to appear before the proper official. 


If the pursuit ends in the apprehension of the suspect in a jurisdiction that is beyond any adjoining 
jurisdictions, the arresting officer shall take the accused before the proper official in the jurisdiction 
where the arrest is made, and procure a warrant charging the accused with the offense committed 
in this Department'’s jurisdiction limits. 


Reporting and Review of Pursuits 


Officers who engage in pursuit driving must submit a written report of that involvement prior to 
the end of the tour of duty. Supervisors will collect and preserve any video documentation. 


PSB shall conduct an annual documented analysis of pursuit reports. Additionally, a documented 
annual analysis of pursuit reviews shall be completed annually by the Professional Standards 
Bureau and provided to the Chief of Police for review and comment. The final documents will be 
retained in the Chief’s office or elsewhere as the Chief may order, for purposes of historical 
review and analysis. 


Documented Training 


The training requirements associated with vehicle operation are found in other PPD policies 
governing Training and Qualification issues. 
Renado Renado Prince 
APPROVED: Prince 07:30:19 -0500" 


Renado Prince, Chief of Police 


14 
G.O. 1.4 Vehicle Operation 
Copyright 2021 by Randy Means & Associates, LLC 


G.O. 1.4 Vehicle Operation 
Copyright 2021 by Randy Means & Associates, LLC 


15 


Portsmouth, Virginia Police Department 
General Orders Manual 
Police Radio Communications OPR | 08 


Effective: 07.01.08 10 pages 
Supersedes: | OPR-08 (07.01.07) 


PURPOSE: To establish a uniform method for the operation of the police radio 
communications system. 


POLICY: The Police Department through the Emergency Communications Center (ECC) is 
the managing authority of the City’s radio communications system. The Police Department, in 
conjunction with the ECC, sets guidelines for the police use of this system. All Police 
Department personnel, except those in administrative or office assignments, will remain 
accessible by radio at all times while on duty unless in court or exempted by their 
Commanding Officer. 


PROCEDURES: 
L. General 


A. Uniformed Patrol (UP) personnel with radios will sign on the air at the beginning 
of each tour of duty with the following information: radio call sign/beat 
assignment, ID number, vehicle number, and radio number (if other than 
assigned). All other personnel will simply sign on with their permanently 
assigned unit number. All units will sign off the air upon securing from duty. 


B. All units will inform the dispatcher prior to changing channels so that ECC is 
constantly aware of each unit's status. 


C. Officers will not request instructions or advice from the dispatcher as to how to 
handle particular situations. This type of assistance will only be sought from a 
police supervisor or senior officer. Further, dispatchers will not give advice to 
officers regarding the handling of calls. 


D. Officers and dispatchers will maintain a professional demeanor at all times on the 
radio, and will channel any complaints through their supervisors for follow-up. 


E. UP officers will acknowledge all initial calls from the dispatcher by giving their unit 
number and location. 


F. Dispatchers will conclude all conversations and dispatched messages by 
repeating the unit number and the current military time. 
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When an officer is dispatched on a call without a back-up unit, and due to 
personal knowledge or experience he/she feels there is a potential for danger, 
the officer will request that a back up be dispatched. 


When a unit fails to acknowledge the radio for a dispatched call after the second 
attempt, the dispatcher will wait 30 seconds before calling again. If no contact is 
made after three attempts, another unit will be given the call and the first unit’s 
supervisor will be notified for further action. This same procedure will also apply 
when a dispatcher fails to acknowledge a unit. If the dispatcher is busy with 
another task at the moment, he/she will reply “stand-by!” 


Officers designated as primary units will be in charge of the incidents to which 
they are dispatched, and will be responsible for all related reports, unless they 
are relieved by an investigative unit or a supervisor. Officers assigned as back- 
up units will remain at the scene until their assistance is no longer needed and 
they are released by the primary unit or a supervisor. 


For the purpose of dispatching, field-training units will be treated as one-officer 
units. 


Radio Care: Portable radios will be carried in Department issued holders. They should 
be protected from the elements and treated with the proper degree of care so as not to 
damage any components. 


Dispatcher Services: The dispatchers will provide the following services to police 
personnel upon request: 


A. 


B. 


Computer checks (DMV, NCIC, VCIN, TENPIN, TRACER, etc.). 


Notification of other emergency services (i.e. Fire Department, Emergency 
Medical Services, and other police agencies). 


Requests for towing services. 

Notification of responsible parties (i.e. vehicle, home, business owners/mangers). 
Exact locations (i.e. numerical addresses, intersecting streets). 

Location of other officers/emergency personnel. 


Other police-related services as needed. 


Radio Conversation and Phraseology 


A. 


Personnel should listen before transmitting to avoid interfering with other radio 
traffic. The International Phonetic Alphabet (IPA) will be used as necessary to 
prevent misinterpretation of information. 
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U |Uniform 


November W | Whiskey 


B. All communications will be direct and concise, in plain language, utilizing as little 
airtime as possible. ECC and police supervisors will monitor the radio for 
unnecessary or unprofessional communications, and will take appropriate 
corrective action when needed. When giving the clearing action taken, use only 
the one that most clearly identifies the action. The following Standard 
Transmissions will be the only exceptions to the plain language rule*: 


-A situation in which either the responder or dispatcher has identified an 
immediate threat and must convey this to a partner, other responders or 
dispatcher without alerting the subject. 


-A situation that is unstable, but there is no immediate life threat. Backup/law 
enforcement should expedite, but an overt request could escalate the situation. 


-A situation in which a responder wishes to alert a partner, other responders or 
dispatcher that the intention is to take a subject into custody and resistance is 
anticipated. This could also be in the context of a directive to take the subject into 
custody and expect resistance. 


-Indicates caller is holding sensitive information relating to an individual(s) that is 
possibly within earshot. 


*10-4 is retained and may be utilized to indicate an affirmative response. 
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Clearing Codes (proceeded by “Clear Unit #,” followed by plain language 
as follows): 

Advised/will comply 

Accident investigated 

Arrest made 

Cleared/canceled by 

Complied with 

False alarm 

Information: Exchanged, given, or received 
No action 

No report taken 

Parking ticket 

Report taken 

Summons issued 

Turned over to ...(specify) 

Unfounded 

Unable to locate (or gone on arrival) 
Vehicle towed 

Warrant advised 

Warning given 


C. Use of Alert Tone: The alert tone will be used by the dispatcher to get the 
attention of all police units on the radio system prior to broadcasting important 
information. In addition, any transmission utilizing the alert tone will also be 
simulcast on all police channels (except Narcotics). The following procedure for 
alert tones will be used. 


1. 1 special “warble” tone: Signal 1 

2. 1 standard tone: CLEAR THE AIR, Priority 1 & selected Priority 2 calls 
D. Use of Signal 1 Code (Officer in Immediate Danger) 

1. Voice Initiated - A voice initiated Signal 1 may be called by: 


a) Any officer, when faced with a situation that appears to be uncontrollable 
or which may lead to imminent danger of bodily harm or death. Officers 
calling a Signal 1 will, if possible, advise the dispatcher of their exact 
location, nature of the trouble, the presence of injured persons, and 
specific hazards (i.e. a sniper, armed person, or crowd) so that responding 
units will be alerted prior to their arrival. 


b) The dispatcher, upon belief that the above circumstances exist and that 
officer(s) may be unable to request assistance themselves, or upon 
receiving information from another source (telephone, CB radio, etc.) that 
the officer(s) need immediate assistance. 


2. Electronic Signal 1 alert button - Officers, who are unable to verbally call a 
Signal 1, have the option of activating the red electronic Signal 1 alert button 
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on the police radio. Upon receipt of the Signal 1 alert from officers, the ECC 
will initiate the following procedure: 


E / saa 
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d) Officers arriving at the scene of a Signal 1 alert, will not park their vehicles 
in any manner that might impede the arrival of other emergency vehicles, 
or deter the orderly clearing of the area upon termination of the 
emergency. 


e) Officers will lock unattended police vehicles. 


| aD 


Ft 


E GD 


F. Format for General Broadcast (BOLO — Be On the Lookout): 


Dispatch will alert all units. Dispatch or officer may give the BOL message. 
“Attention all units; Stand by for a B.O.L.O.!” (Pause for approx. 15 seconds) 
“Attention all units! Wanted for (crime or incident, and location of occurrence); 
be on the lookout for (vehicle or person description.” Also include any further 
information available, such as if the person is armed, the last known direction of 
travel, known hangouts, actions to be taken, or contact person if found. 
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G. Format for Traffic Stops: Officers will place themselves on messages for all 
traffic stops. 


> Unit #, action, & location: “211; traffic stop; 800 block of London Blvd.” 

> [Wait for acknowledgement] 

> Tag number/state/year: “Alpha Bravo Charlie 1 2 3, VA 06 (ABC 123/VA93)” 
> Vehicle description: “Green Ford pick-up” 

> Number of occupants: “3 occupants” 


H. Format for Wanted Checks 
> Lastname, first name, middle name, race/sex, DOB, Soc # 
l. Format for Stolen Property Checks 
> Item, make or brand, (model, if applicable), serial number 
V. Criteria for the Dispatch of Police Units 
A. The ECC will screen incoming telephone calls requesting police services in order 
to assign street personnel effectively. The screening process is based on the 
following criteria: 


1. Is the incident in-progress; or did it just occur (within the last 10-minutes)? 


2. Will an officer's presence at the scene preserve life or property, or prevent a 
crime or an injury about to occur? 


3. Is an officer's presence necessary for investigative or evidence collection 
purposes? 


B. Officers will NOT be dispatched to a scene in the following situations: 


1. Vehicle lockouts, unless a potential emergency exists (i.e. small child locked 
in car) 


2. Escorts for valuables belonging to a citizen or business 
3. Routine transportation of citizens 
4. Civil situations where no crime is involved (unless a disturbance is occurring) 


5. Minor traffic accidents (if on private property and not involving DUI, reckless 
driving, hit & run, or injury 


C. Police Records will take the following types of reports for which officers will NOT 


be dispatched, even if requested by citizens (unless the suspect is still at the 
scene or other exigent circumstances exist): 
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“Cold” misdemeanor reports, to include larcenies from convenience stores 
and gas drive-offs 

Missing persons/Runaways (if reporting person is at HQ) 

Unauthorized use/Larceny of Auto/or Larceny from auto 

Lost or stolen checks/credit cards 

Petit Larceny 

Lost property 

Simple assaults 

Threatening/harassing/obscene phone calls 

Destruction of property (excluding large scale or numerous related incidents). 
Certain Supplemental reports (where no evidence is to be processed or 
collected) 


BOoNDINAWN 


VI. Call Prioritization 


Police calls for service will be prioritized into five categories based on the guidelines 
listed below. Dispatchers will give the caller an expected response time. Dispatchers 
may also change the priority of a call if warranted to do so. 


A. Priority 1 — Will be dispatched immediately upon obtaining the necessary 
information. A priority 1 call is classified as any one of the following: A police 
officer or other law enforcement/emergency personnel (i.e. deputy, medic, and 
fire fighter) in trouble Signal 1). (A minimum of two officers and a supervisor will 
be dispatched. The Shift Commander will be promptly notified of the status of 
the call.) In-Progress, life threatening situations that will possibly continue to 
escalate, or any other case when immediate police response is necessary to 
preserve life, or give aid to injured parties. A minimum of two officers will always 
be dispatched on Priority 1 calls. 


B. Priority 2 — Will be dispatched within 5 minutes. Priority 2 calls are classified as 
other in-progress or “just occurred” calls, or those involving a threat of physical 
danger not generally as great as those classified a Priority 1. Two officers will be 
dispatched on all priority 2 calls. 


C. Priority 3 — Will be dispatched within 15 minutes. Priority 3 calls are classified as 
situations in which an incident exists or has just occurred and the propensity for 
violence is minimal. Relatively expedient response is desired, and there has 
been no indication thus far that an injury has occurred, not that injury or loss of 
property is imminent. One or two officers will be dispatched, as determined by 
the situation. 


D. Priority 4 — Will be dispatched within one hour. Priority 4 calls are classified as 
crimes or situations that have already occurred and have a minimal chance of a 
crime scene being disturbed, or no crime scene. 


E. Priority 5 — NO time limit. Priority 5 calls would be those, which, due to their 


nature, do not warrant time limitations. However, a case (message) needs to be 
generated for tracking and future retrieval purposes. 
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NOTE: Priority 1 through 4 calls for police service will not be held beyond one hour without 
the approval of a police supervisor. Should this become necessary, ECC will attempt 
to call back the complainant and inform him/her that priority calls have delayed 
response to their location, and that a unit will respond as soon as one becomes 


available. 
Vil. Sequence of Unit Assignment 
A. Units will be assigned to calls as either a “primary” or “back-up” unit. The primary 


unit assigned to a call will be the unit whose patrol area encompasses the 
location of the incident. The unit whose zone adjoins that area will be assigned if 
the first unit is already on acall. Should a Priority 1, 2, or 3 call be received and 
the second unit is also unavailable, the next closest available unit will be 
assigned. If no unit is available, a street supervisor will determine if a unit should 
be pulled off of a previously assigned, lower priority call to take the higher priority 
call. If all units are already assigned to priority calls and a Priority 1 or 2 call is 
received, the closest UP Sergeant will be assigned the call until a zone unit 
becomes available and can relieve him/her. If no supervisors are available, the 
ECC (with approval from a police supervisor) may contact an adjoining 
jurisdiction for assistance until a Portsmouth unit can respond. 


B. On Priority 1 & 2 calls, any units closer than those dispatched should respond 
and notify the dispatcher. A supervisor may request the dispatcher for additional 
units. Once the scene is stabilized, all unnecessary units will clear the scene. 

On Priority 3 calls, only those units actually dispatched should respond to the 
scene. Any other units in that general area may position themselves close to, but 
not directly at the scene, in case additional assistance is needed. Street 
supervisors will monitor calls to prevent the accumulation of excessive units at a 
scene. Priority 4 and 5 calls should not be assigned to units outside of their 
designated zones unless necessary to comply with time constraints. 


Vill. Mutual Aid 


In a situation where an emergency exists which requires coordination of multi- 
jurisdictional units, the ECC or a street supervisor may order all personnel involved in 
the operation to switch to the Mutual Aid Channel for the duration of the incident or until 
such time as a single jurisdiction can conclude the operation. Such situations may 
include, but are not limited to: natural disaster, civil disorders, transportation accidents, 
and vehicle pursuits across jurisdictional boundaries. All transmissions while operating 
on Mutual Aid will be in plain language, as most jurisdictions have their own individual 
code systems. 


IX. Radio Call Signs 


The following general categories will be used for radio call sign designations. The 
appropriate Bureau or Division Commanders will assign permanent call signs (where 
applicable) to personnel under their command and will notify the Vehicle/Radio 
Coordinator and the ECC promptly of any changes. Off duty personnel that do not have 
permanently assigned radio call signs will use their 4-digit employee number as there 
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call sign. NOTE: Uniform patrol units will also use the following shift suffix designators 
(spoken in phonetics) on their unit numbers when conversing on the radio during 
periods of shift change: 


A — Nights B — Days C — Evenings(Example: 231A) 


Unit 1 - 99: Police Administrative and General Assignment units 

100 Series: Uniform Patrol — Southside units, and other UP special Assignments 

200 Series: Uniform Patrol — Northside units, and other UP special Assignments 

300 Series: Non-sworn support personnel, and units of other authorized agencies 

400 Series: Narcotics & Intelligence Unit personnel 

500 Series: Criminal Investigations Unit and ID Section personnel 

600 Series: Tactical Response Unit, K-9 Unit, Mounted Patrol Unit, and Traffic 

700 Series: CSU Personnel, On-going special patrols (Grant programs, etc.) 

800 Series: Reserved for special events (festivals, parade assignments, etc.) & 
Neighborhood Strike Team (NST) 

900 Series: Sheriff's Office units 


xX. Radio Failure 


A. 


B. System Failure: In the event of a failure of the main system, field units will still be 
able to communicate (although without the aid of the repeaters): 


1. The Shift Commander will respond to the ECC to assist in the coordination of 
police units. The senior street supervisor will respond to HQ and attempt to 
provide a communications link between the Shift Commander in ECC by 
phone, ard the UP units by portable radio. The junior street supervisor will be 
responsible for City-side mobile supervision of the UP units. 


APPROVED: 


William F. Corvello 
Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Mobile Telephones OPR | 09 
Effective: 07.25.14 3 pages 
Supersedes: | 08.01.08 | CALEA: 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for the purchase, issuance, use and care of department issued 
mobile telephones. 


GUIDELINES: The Police Department utilizes mobile telephones to enhance officer safety, efficiency 
and effectiveness in the performance of their prescribed duties. There is no expectation of privacy for 
any communications made through mobile phones. All communications and equipment (video, 
photographic, voice and/or text) are subject to audit. 


Cross Reference: Portsmouth Police Department Directives ADM-16, Police Reporting System; OPR- 
08 Police Radio Communications; OPR-39 Mobile Data Computers, City AP#01 Computer Usage; City 
AP#10 Standards of Conduct; Virginia State Police VCIN Manual. 


PROCEDURES: 


I. Mobile Telephones - The Department provides mobile phones to certain employees due to 
operational necessity. Personally owned cell phones are also permitted for on duty carry and use. 


A. Purchase of Mobile Telephones 


1. All department-issued mobile telephones are purchased through the existing City contract 
and vender providing mobile telephone service. 


2. Personnel will direct all requests to purchase new mobile phones or to incur service changes 
to the appropriate Bureau Commander. The request must be justified in writing and approved 
by both the Bureau Commander and Assistant Chief of Police, prior to purchase and 
utilization. The Assistant Chief of Police is responsible for evaluating the need for, and 
budget impact of, additional mobile phones or services. 


3. The designated mobile phone manager within the Property Management Unit (PMU) is the 
only person authorized to purchase mobile phones for agency use under the city’s mobile 
contract provider. Employees are prohibited from purchasing their own equipment for 
connection to the city’s service plan. 


B. Use of Mobile Telephones 
1. Employees will use department-issued mobile phones for official city business purposes, 


except as provided in I.B.2 below. Employees will use mobile phones in a professional, 
effective and efficient manner to minimize costs. 
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2. On occasion, personal use may be necessary, but should be kept to a minimum in frequency 
and duration. 


3. Employees shall not use directory assistance unless there is an emergency or exigent 
circumstances. 


4. Each unit supervisor is responsible for monitoring for abuse, or excessive personal use of the 
mobile phone by individuals while in an on duty status. If a supervisor observes abuse, he or 
she shall take corrective action. 


5. Employees will refrain from utilizing text-messaging features while operating a city vehicle 
in motion. Employees are required to pull over and stop the vehicle in a safe location while 
text messaging. 


6. Employees using department issued iPhones shall not use any services offered by iCloud, 
e.g., document storage, because such information is copied to a server outside of our agency. 
Additionally, employees shall not attempt to remove or alter the installed profile, remove the 
installed iCloud account or modify or shut off the phone’s location services. Such action will 
result in corrective action and the possible removal of the employee’s iPhone. 


7. Mobile phone users will install the mobile management software when prompted to do so, 
providing they have an active application account. If the user does not have an active 
application account, then the user is not required to install the mobile management software, 
but is required to if/when the user creates an application account. Users will not alter or 
remove the mobile management software installed on their device. Mobile device 
management software secures, monitors, manages and supports mobile devices deployed 
across mobile operators, service providers and enterprises. 


8. Non-Exempt employees shall not engage in unnecessary electronic or telephonic work-related 
communications while off duty (email, text messaging, phone calls, etc.). If the communication 
is necessary, such activity is compensable and the employee will include the activity time on 
their time sheet. Employees may only exclude time from their time sheet if the activity has a 
duration of a few minutes or less. Necessity of any work-related communication is subject to 
supervisory review, and unwarranted off-duty communications will result in corrective action. 


C. Care of Mobile Telephones 


1. Each employee who has been assigned a Department mobile phone shall provide reasonable 
care and security for the equipment. The Department encourages employees to purchase a 
protective case for their issued phone. 


2. Employees must report lost or damaged mobile phones to their immediate supervisor and 
PMU. Loss and/or damage will be documented by completion of an IBR, and employees will 
coordinate repairs through the PMU. Employees must notify the Technical Services Unit 
immediately of any lost or stolen phone to facilitate an attempt to locate the device and to 
delete data stored on the phone. 


3. It is the employee’s responsibility to ensure their issued phone is carried and stored in a 
manner to protect it from loss, theft, or damage. Should an officer lose or damage their phone 
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due to their own negligence (e.g., dropped, drowned, left in a vehicle, etc.), the officer shall 
pay a $100 replacement fee. 


II. Mobile Phone Evidence and Photograph Procedures 


A. Employees with city-owned mobile phones equipped with digital cameras may use them for 
capturing digital evidence (amends OPR-05 and Special Order 2011.09.21-01). Employees must 
transfer evidence (photo, audio, and video) captured on a mobile telephone into the FORAY 


evidence management system prior to the conclusion of their tour of duty. Employees shall 
properly label each item of digital evidence with the associated report number. 


B. When connected to a city computer for the purposes of transferring digital evidence, city-owned 
mobile phones are considered an “authorized storage” device. Employees shall not use a city- 
owned mobile phone in place of an authorized high-security storage device, as approved/issued 
by the Technical Services Unit. Employees shall not store Criminal Justice Information on a 
mobile phone at any time. 


C. Employees shall request digital evidence transferred into the FORAY system when needed for 
prosecution in accordance with established procedures for obtaining photo and video evidence 
via the Police Intranet. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Emergency Callback OPR | 10 
Effective: 09.14.12 2 pages 
Supersedes: | 10.21.92 | CALEA: 81.2.5 (c) 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish a systematic method of recalling department employees and resources in the 
event of an emergency situation or extraordinary demand for additional personnel. 


GUIDELINES: Portsmouth Police Department Employees will respond to emergency callbacks in the 
most expedient and orderly way in order to ensure successful callback implementation. 


PROCEDURES: 


I. 


Il. 


II. 


Reasons for Callback: Emergency call-backs may be initiated as a result of riots or civil 
disturbances, natural disasters, large scale transportation accidents, mutual aid assistance to other 
agencies, and any other special emergency situations requiring the presence of additional personnel. 


The Callback Process: 


A. Typically, the Shift Commander will contact the Chief of Police or his designee, through the 
chain of command, whenever an incident meets the criteria for callback procedures. The Shift 
Commander will provide details of the incident and will request initiation of callback. The Chief 
of Police or his designee will order the callback. If absent, the Chief of Police will be notified of 
a callback as soon as practical by his or her designee. 


B. The Chief of Police or designee will contact the Bureau Commanders for dissemination of the 
callback through the chain of command, until all affected personnel are notified. The Chief of 
Police, or designee, will also contact the City Manager and the Director of Human Resources as 
soon as practical with information about significant callbacks. 


C. Line officers, at all levels, will ensure that the following information is provided to their 
subordinates: 

Time and location to report; 

Type of duty (uniform or plain clothes); 

Special equipment needed (riot gear, etc.); 

Expected duration of callback; and 

Any other relevant information. 


YT SDS N 


Personnel will be called back to duty in the following order, as needed: 


. Specialized units/personnel specifically qualified for the situation; 

K-9 Unit; 

The previous patrol shift that most recently secured from duty or the next scheduled patrol shift; 
. All other off duty Uniformed Patrol Officers; 


VOW > 
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IV. 


E. 


F. 


G. 


Detectives; 
Other operational personnel, including auxiliary officers and security guards; 
Administrative personnel. 


General Rules 


A. 


All sworn personnel (and under exigent circumstances, all civilian personnel) are subject to 
callback at any time. Officers will not be excused from callback duty because of their lack of 
contingency plans for the care of all dependents and/or pets. 


. Each Bureau, Division, and Unit Commander will have readily available an up-to-date list of 


addresses and phone numbers of all personnel under his or her command. Communications 
Center personnel will have access to the residential telephone number of every department 
member. (81.2.5 c) 


Responding personnel will report in person to their Commanding Officer or his or her designee. 
The designated line officer will check each officer in and give specific assignments. 


. Callback procedures for special units will be outlined in each unit’s operational manual. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Investigative Response on Assigned Reports OPR| 11 
Effective: 05.31.88 | REPRINT OF 42-2 2 pages 
Supersedes: | WA 


APPROVED: Joseph Koziol. Chief of Police 


PURPOSE: The purpose of this order is to establish policy and procedures for investigators to follow when they 
are assigned offense reports. 


POLICY: Itis the policy of this department to adhere to Uniform Crime Report guidelines when investigating 
offense reports and conducting follow-up investigations. Investigators will exhaust all investigative leads and will 
attempt to solve the case. 


PROCEDURES: 


1. Upon being assigned an Offense Report, the investigator should first determine whether the report is 
inactive, open, cleared by exceptional means, cleared by arrest, or unfounded, then follow the procedures 
as outlined below for each category. 


2. The investigator shall maintain files of all cases assigned to him. All case files will be appropriately 
labeled with the date of incident, name of victim, name of suspect or arrested person. 


The file shall contain the offense report, any supplementary reports, statements, reports of disposition of 
any property stolen, confiscated, recovered, or otherwise pertinent to the case, plus arrest reports, and 
anything else the investigator deems pertinent. 


3. When the investigation is complete, the investigator shall close the case under (and include in the file a 
statement giving) one of the following labels: 


A. Cleared — An arrest has been made in this case. 


B. Exceptional Clearance — The identity and address or exact location of the culprit is known and 
sufficient evidence to obtain a warrant exists. However, due to some reason outside the control 
of the police, no arrest will be made. Examples: Complainant will not prosecute, perpetrator is 
dead, subject arrested by another jurisdiction and no charges will be placed by the department. 


C. False Report — The reporting party lied in order to mislead the police concerning the incident. Do 
not confuse unfounded and false report. It is a violation of the law to deliberately make a false 
report. An unfounded report is usually made in the belief that the offense actually occurred, but, 
in fact, it did not. 


D. Inactive — All leads have been exhausted. No further investigation is possible or practical until 
new leads develop. 


E: Unfounded — The offense did not really occur in the first place, although at the time of the original 
report, it was believed to have occurred. If the investigation has exhausted all leads, yet the 
possibility remains that new facts may come to light given future inquiry, the case shall remain 
open. 


4. Predetermined Inactive Report 
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On felonies, the quad sergeant will notify the complainant and will note same on report. If the 
complainant cannot be reached by phone, a form letter will be sent and so noted. 


No Supplemental Report is required on a report, which is checked inactive. 
A predetermined inactive report does not have to be returned to Case File/Report Review office. 


Upon receiving a predetermined inactive offense report, a Supervisor or investigator may feel this 
reported offense or incident should or could be worked. The investigator may already have some 
knowledge in regards to this case or he may receive additional information, which will enable him 
to work or solve the case. If this is true, then the investigator will work the case, and if he is able 
to clear it, then and only then will he submit a Supplemental report clearing the original offense 
report. 


5. Open Report 


A. 


B. 


Contact the Complainant. 


A Supplemental Report is required within fourteen (14) days after being assigned an Open 
Report. The Supplemental Report may inactivate or clear the case. If the report is inactivated, 
then submit the Supplemental Report to your supervisor. The investigator may keep the pink 
copy of the offense report. 


The investigator may indicate that he wishes to continue an investigation by stating: 
“Investigation Continuing” with supporting explanation on his fourteen- (14) day Supplemental 
Report submitted to his supervisor. Upon submitting this Supplemental Report another 
Supplemental Report is required within fourteen (14) days after the first Supplemental Report is 
submitted. 


The Supplemental Report may be clearing the Offense Report by arrest. (See attachment 1). 
The investigator will submit a Supplemental Report to his supervisor when clearing the report by 
arrest with the information provided at the bottom of the Supplemental Report in regards to 
reports cleared by arrest. Turn in the pink copy of the Offense Report with the Supplemental 
Report. 


The Supplemental Report may be clearing the offense Report by exceptional meas. (See 
attachment 2). Submit a Supplemental Report along with the pink copy to your supervisor within 
fourteen (14) days, clearing the report by exceptional means and provide the information on the 
Supplemental Report at the bottom for arrest, also give the reason for no prosecution. In the 
case of felonies, give the name of the Commonwealth’s Attorney who concurred with the 
Clearance. 


6. Predetermined Arrest, Unfounded, or Exceptional. When the investigator receives an Offense Report, which 
has already been cleared by one of these indicators, no Supplemental Report is expected. This report is 
provided for the investigator’s information. 


7. A field interview card will be completed on all physical arrests. 
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A Preliminary and Follow-up Investigations OPR} 12 
SE Effective: 12.01.04 4 pages 
POLIC Supersedes: | OPR-12 (05.01.84) 


Portsmouth, Virginia Police Department 
General Orders Manual 


PURPOSE: To establish areas of responsibility for conduct of criminal investigations to 
achieve a more effective utilization of manpower. 


POLICY: 


Every member of the department must clearly understand his or her responsibility 


for conducting a criminal investigation. 


PROCEDURES: 


I. Preliminary Investigation 


A. The preliminary investigation begins when the first Police Officer arrives at the scene 
and continues until postponement of the investigation or transfer of responsibility will not 
jeopardize the successful completion of the investigation. 


B. The following activities are part of the preliminary investigation: 


1. 


2. 


Provide aid to the injured. 

Protect the crime scene to ensure evidence is not lost or contaminated. 

Determine if an offense has actually been committed, and if so, the exact nature of 
the offense. Certain offenses will necessitate calling for specialized investigative 


units (See section III below). 


Determine the identity of the suspect or suspects, and effect an arrest if it can be 
accomplished either at the scene or through immediate pursuit. 


Furnish other field units, through the Communications Center, descriptions, method 
and direction of flight, and other relevant information concerning wanted person(s) or 
vehicles. 

Obtain complete identification of all witnesses. 


Determine what information is known by each victim and witness. 


Determine in detail the exact circumstances of the offense. 
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9. Collect evidence properly. 


10. Obtain written statements from victims and witnesses and from the suspects, if such 


statements can be obtained legally. 


11. Accurately and completely record all pertinent information on the prescribed report 


forms. 


ll. Responsibility for Conducting the Preliminary Investigation 


A. 


The Uniform Patrol Division will start all preliminary investigations. In certain serious 
crimes, investigators will be called, will respond, and will assume responsibility for 
completion of investigation if it is determined that an immediate follow-up investigation 
by CIU personnel is required. Uniform Patrol Officers will complete all investigations, 
which can be completed without CIU assistance. 


. The assigned patrol officer shall initiate and complete as many of the activities listed 


above as needed. The individual circumstances of the incident shall determine how 
many of the activities are required. 


. As soon as the preliminary investigation is concluded and before the patrol officer 


returns to service, he should complete his initial field report. He should list on the 
offense report form all information obtained at the scene of the offense. 


Serious Crimes - CIU Response 


The ranking Uniform Patrol Officer on duty city wide, in conjunction with the proper CIU 
squad Sergeant, will be responsible for determining whether or not assistance is needed 
from the Criminal Investigations Unit. If an agreement cannot be reached, contact the CIU 
Lieutenant or Captain. 


A. 


A. 


. Procedure for Notifying the CIU Investigator 


In those cases where a CIU investigator is requested, the appropriate squad sergeant 
will be called, and he/she will send an investigator if a determination is made that one is 
needed. If not available, contact the CIU Lieutenant. 


In cases of extreme emergency, I.E., police officer seriously hurt or killed, bomb found, 
or any other major disaster or crime, the CIU Division Commander or assistant will be 
notified and he will, in turn, make the necessary notifications. 


. In the event none of the commanders listed above are available, the Commander of the 


Patrol Operations Bureau, Assistant Chiefs, or Chief will be contacted. 


. Follow Up Investigations 


The follow-up investigation is an extension of the preliminary investigation. The 
purpose of the follow-up is to provide additional investigation in order to effect the arrest 
of an offender and/or recover stolen property. 
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B. Basic activities of the follow-up investigation include: 


Identification and apprehension of the offender. 

Arrangements for the analysis and evaluation of evidence. 
Recovery of stolen property 

Interviewing victims and witnesses 

Interrogation of suspect(s). 

Determining if the suspect(s) may have committed other crimes. 
Recording of information obtained. 


a OO 


C. Responsibility for Conducting the Follow Up Investigation 


1. CID investigators will be responsible for conducting the follow up investigation of 
felony offenses and more serious misdemeanors. 


2. The Patrol Operations Bureau will be responsible for conducting and completing the 
investigations of all non-criminal calls for police service and for misdemeanor or 
felony crimes not specifically authorized for referral to CID investigative units. 
Uniform Patrol officers will complete all investigations, which can be completed 
without CIU assistance. 


3. The follow-up investigation of most misdemeanor crimes can be completed by the 
patrol officer. Misdemeanor offenses should be referred to the CIU investigators for 
follow up only when the following conditions exist: 


a) When the offense appears to be part of a pattern of such offenses. 


b) When the follow-up is required in widely separated locations outside the 
geographic boundaries of the area in which the offense occurred. 


VI. Responsibility of the Specialized Investigator 


Upon the arrival of the specialized investigator, he or she will assume responsibility for 
conducting the investigation, and the patrol officer shall relinquish responsibility for the 
investigation. The assigned patrol officer shall be required to obtain adequate information 
to properly complete his field report. The officer shall be responsible for the completion of 
the original offense report. Once the Investigator assumes responsibility for the 
investigation, he or she also assumes the responsibility for case report preparation and 
securing arrest warrants. 


Vil. Responsibility of the Patrol Supervisors 
A. It shall be the responsibility of the Patrol Supervisor to ensure that a complete 


preliminary investigation is conducted. The supervisor will review and sign the report 
in the appropriate space. 
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B. The Patrol Supervisor shall assist personnel under his/her direction regarding 
questions as to whether a follow-up should be made by uniformed personnel or 
special investigators. 


1. The Patrol Supervisor shall request the assistance of specialized investigators if a 
misdemeanor offense under investigation by officers under his supervision is of a 
sufficiently serious nature to warrant it. 

2. The Patrol Supervisor shall determine whether continuing investigations by patrol 


officers shall temporarily be suspended until the next tour of duty of the 
investigating officer or conducted by personnel assigned to on-coming shifts. 


Vill. Traffic Fatalities 


In traffic fatality investigations, the Traffic Unit will be contacted and assume responsibility 
for the investigation. 


IX. Notification of the Public Information Officer 
The Departmental Public Information Officer will normally be called and notified of major 


crimes or events of an unusual police nature, in accordance with Portsmouth Police 
Department Policy ADM-15, Media Relations and Public Information. 


APPROVED: 


Frank J. Kitzerow 
Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Field Interviews OPR 13 
Effective: 12.14.15 4 pages 
Supersedes: | 01.23.12 CALEA: 1.2.3.a 

APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish guidelines for conducting field interviews. (1.2.3 a) 


POLICY: The Department expects and encourages officers to conduct and document field interviews 
whenever they make a stop based upon reasonable suspicion (officers may also conduct field interviews 
when they make voluntary contacts, but must remember that the citizen does not have to answer any 
questions or provide identification). Field interviews are a productive tool and a source of information 
for the department. When used properly, they can discourage criminal activity, identify suspects, and 
add intelligence information to the files of known criminals. The Department expects officers to gather 
such information with proper observation of constitutional safeguards and criminal statutes. 


DEFINITIONS: 


Field Interview: A brief detention of a person to determine their identity and resolve an officer’s 
suspicions regarding possible criminal activity. 


Reasonable Suspicion: Articulable facts and circumstances which taken together with rational inferences 
from those facts, and given the officer’s training and experience, would lead a reasonable police officer 
to believe that criminal activity is occurring, has occurred or is about to occur, and that the person 
detained is involved (Terry Stop). 


Terry Frisk: An officer can conduct a frisk of a person during the course of a legal Terry stop when the 
officer has reasonable suspicion that the individual is presently armed or dangerous, and can articulate 
the reasons and circumstances that lead to this belief. 


PROCEDURES: 
I. Field interviews (FI’s) and contacts serve as a: 


A. Source of information: The FI is based on the principal that the opportunity to apprehend 
criminals and to prevent crime increases with the number and frequency of persons interviewed. 
One way an officer can increase his or her skills as an observer is to obtain information from 
persons living or working within his or her patrol area. 


B. Means of identifying the suspect: An on-view arrest is not always based upon the immediate 
recognition of a wanted criminal. Frequently, it is the outcome of actions taken by a police 
officer who questions a person that has aroused his or her suspicion. Information obtained during 
a field contact may also be used at a later date to identify a criminal. 


C. Means of obtaining suspects or witnesses: The value of reported field inquiries becomes very 
pronounced when a crime is committed and there are few investigative leads. The investigator 
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must then rely on field interview reports to sift out useful information. A review of these reports 
can show if officer questioned anyone in the vicinity at the approximate time of the crime. 


Making a field contact 


A. Officers may make field contacts when they reasonably believe that some investigative inquiry is 
warranted. 


B. A consensual field contact requires voluntary cooperation from citizens. In the absence of a valid 
Terry stop or probable cause to arrest, the citizen may discontinue the interview at any time and 
leave. The citizen may also refuse to produce identification or otherwise identify himself. If the 
individual reasonably believes, based upon facts and circumstances of the stop and questioning, 
that he or she is no longer free to leave, the stop may become a seizure in violation of the Fourth 
Amendment 


C. Terry stops constitute seizures under the Fourth Amendment and must be justified by reasonable 
suspicion based upon the totality of the circumstances at the time of the stop. Thus, officers must be 
able to articulate the circumstances that warrant a Terry stop. These circumstances constitute the 
officers’ reasonable suspicion and officers shall not act on a mere hunch. In court, should an FI 
result in an arrest, an officer must justify his or her intrusion by describing “specific and articulable 
facts which, taken together with rational inference from those facts, reasonably warrant that 
intrusion.” The facts upon which the stop is predicated and the suspicion upon which they arose, in 
addition to forming the basis for a lawful stop, limit the scope of the officer’s initial actions after the 
stop. Articulated circumstances derive from: 


1. Firsthand observations 

2. Hearsay, as from informants 

3. “Collective knowledge,” or information shared by several officers (example: an officer may 
make an arrest or conduct a search at the request of another agency without knowing all of 
the facts that prompted the request.) 

4. Totality of facts and circumstances. The department encourages officers to question persons 
whose behavior, conduct, or mere presence at a particular place and time does not match the 
officer’s belief of what is appropriate for the place and time. 


D. Officers will notify dispatch when the conduct an FI. 
III. Place of the interview 
A. Generally, an officer may conduct an FI anywhere the officer has a right to be, including: 


1. City-owned property or controlled property normally open to members of the public. 

2. Areas intended for public use or normally exposed to public view. 

3. Places to which an officer has been admitted with the consent of the person empowered to 
give such consent. 

4. Places where circumstances require an immediate law enforcement presence to protect life, 

well being, or property. 

Areas where an officer may be admitted pursuant to a lawful arrest or search warrant. 

6. Any other area in which an officer may make a warrantless arrest. 


Ga 
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B. Officers shall not conduct an FI to coerce a person to leave an area or place where he or she has a 
legitimate right to be and no violation of law has occurred. Normally, officers will conduct FI’s at 
the location of contact unless such location is unsafe or impractical for the officer or the citizen. 


IV. Conduct of Interviews 


A. As noted above, a person an officer is interviewing may discontinue the interview at any time 
unless the officer develops reasonable suspicion or probable cause to further detain the 
individual. During routine FI’s, officers shall not detain persons in any manner against their will, 
nor shall they be require them to answer questions or respond in any manner if they choose not 
to. The fine line drawn between a consensual field contact and a Terry stop must be strictly 
observed to avoid accusations of harassment. The distinction between a consensual “contact” and 
a Terry stop depends, to a great extent, on whether under the circumstances the citizen perceives 
that he or she is free to leave. 


B. The success or failure of obtaining information beneficial to crime analysis and criminal 
investigations depends upon an officer’s ability to put citizens at ease and establish a rapport. 
However, during a consensual field contact, if the person asks whether he or she must respond, 
or indicates that he or she feels compelled to respond, the officer shall immediately inform him 
or her of the right to refuse, and the right to leave. Where citizens refuse or cease to cooperate 
during a contact, the refusal itself cannot be used as the sole basis for escalating the encounter 
into a Terry stop. 


C. Where, during the course of a Terry stop, the officer dispels any questions in their mind that the 
subject is involved in criminal activity, the officer shall cease the detention and advise the 
subject that he or she is free to go. 


V. Recording the interview 


A. Officers will document each FI. The preferred method is the mobile computer application, but a 
paper form is available for officers without mobile computers or for obtaining a thumbprint of 
the individual interviewed. 


B. An officer may complete an FI on a subject who the officer stops for a traffic violation if the 
situation warrants according to the officer’s judgment. Officers may complete FI’s of vehicle 
passengers utilizing consent, or where the officer has reasonable suspicion that criminal activity 
is afoot involving a passenger. 


C. An officer may also use an FI to document a field observation. In these instances, the officer 
should document the observation as completely as possible using prior knowledge and current 
observations of the person or vehicle. This will eliminate the necessity of asking the dispatcher to 
log people or vehicles at specific locations. Examples of field observations include, but are not 
limited to: 


1. An officer stops a person for the purpose of conducting an FI, but the person refuses to give 


the officer any information and the officer has no reasonable cause to pursue the matter 
further. 
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VI. 


2. An officer wishes to make note of a person in a specific place at a certain time, but the officer 
has completed an FI card on the same person on another occasion. 


3. An officer wishes to record information about a suspect without approaching him or her. 
Field Interview “Cards” 
Field interviews are generally documented in the mobile computer application. In those cases where 
an actual “card” (paper form) is completed, the officer will submit the card in the drop box at the 
Police Records Unit at the completion of their shift. A designated employee will enter the data on the 


cards into the Department’s Records Management System. The Crime Analysis Unit will retain field 
interview cards with fingerprints in an alphabetic file. 


APPROVED: Hiria le; Moet? 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Domestic Violence OPR 14 
Effective: 01.04.16 6 pages 
Supersedes: | 05.01.06 | CALEA: 
APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish guidelines and procedures for domestic violence response and intervention. 


GUIDELINES: This Department recognizes the importance of assigning a high priority to domestic 
violence incidents, and that the seriousness of crimes committed by family or household members is not 
diminished by the nature of their relationships or living arrangements. An immediate response can make 
a significant difference in intervention efforts, and the Department is committed to providing assistance 
to domestic violence victims and, in accordance with State Code, to arresting abusers when appropriate 
and documenting in offense reports any incidents where officers have probable cause to believe that 
assault and battery against a family or household member has occurred. 


DEFINITIONS: 


Family or Household Member: "family or household member" means (i) the person's spouse, whether or 
not he or she resides in the same home with the person, (ii) the person's former spouse, whether or not 
he or she resides in the same home with the person, (iii) the person's parents, stepparents, children, 
stepchildren, brothers, sisters, half-brothers, half-sisters, grandparents and grandchildren, regardless of 
whether such persons reside in the same home with the person, (iv) the person's mother-in-law, father- 
in-law, sons-in-law, daughters-in-law, brothers-in-law and sisters-in-law who reside in the same home 
with the person, (v) any individual who has a child in common with the person, whether or not the 
person and that individual have been married or have resided together at any time, or (vi) any individual 
who cohabits or who, within the previous 12 months, cohabited with the person, and any children of 
either of them then residing in the same home with the person (Virginia Code § 16.1-228). 


Cohabitant: Any person who cohabits or who within the previous twelve months, cohabited with the 
defendant. The essential elements of cohabitation are 1) sharing of familial or financial responsibilities 
and 2) consortium. Factors for establishing shared familial or financial responsibilities might include 
provisions for shelter, food, clothing, utilities and comingled assets. Factors that might establish 
consortium include mutual respect, fidelity, affection, society, cooperation, solace, comfort and aid of 
each other, friendship, and conjugal relations. 


Domestic Assault: assault and battery against a family or household member (8 18.2-57.2). 


Family Abuse: any act involving violence, force, or threat that results in bodily injury or places one in 
reasonable apprehension of death, sexual assault, or bodily injury and that is committed by a person against 
such person's family or household member. Such act includes, but is not limited to, any forceful detention, 
stalking, criminal sexual assault in violation of § 18.2-61 , or any offense that results in bodily injury or 
places one in reasonable apprehension of death, sexual assault, or bodily injury (§ 16.1-228). 
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Intimidation: to compel or deter another person or to make fearful through the use of threats, force, 
and/or menacing annoyances (harassment). 


Stalking: to engage in conduct, on more than one occasion, directed at another person with the intent to 
place, or with the knowledge that the conduct places, that other person in reasonable fear of death, criminal 
sexual assault, or bodily injury (§ 18.2-60.3). Such behaviors include following a person to work, home, or 
other places; parking outside a person’s workplace or home; and making threats, written or verbal. A 
person who violates any provision of a protective order related to stalking is guilty of a Class 1 
misdemeanor (§ 18.2-60.4). A third or subsequent conviction within a five year period is a class 6 felony. 


Threat of Death or Bodily Harm: Any person who knowingly communicates in a writing, including an 
electronically transmitted communication producing a visual or electronic message, a threat to kill or do 
bodily injury to a person, regarding that person or any member of his family, and the threat places such 
person in reasonable apprehension of death or bodily injury to himself or his family member, is guilty of 
a Class 6 felony. However, any person who violates this subsection with the intent to commit an act of 
terrorism as defined in 18.2-46.4 is guilty of a Class 5 felony. 


PROCEDURES: 
I. Arrest Criteria 


A. An officer shall arrest a person for an alleged domestic assault without a warrant even if the 
offense was not committed in the officer’s presence if such arrest is based upon probable cause, 
upon personal observations, or the reasonable complaint of a person who observed the alleged 
offense or upon personal investigation (§ 19.2-81.3). 


B. Officers shall also make an arrest without a warrant for stalking and violations of protective 
orders if probable cause exists. 


C. “Dual Arrests” (arresting both parties) in a domestic assault are strongly discouraged and should 
be avoided whenever possible. However, if the parties assaulted one another and you cannot 
determine who the primary aggressor was, you can arrest both parties. 


II. Determination of Predominant Physical Aggressor 


A. When an officer has probable cause to believe that a domestic assault, stalking or violation of a 
protective order has occurred, the officer shall arrest and take into custody the person believed to 
be the predominant physical aggressor unless there are special circumstances that would dictate a 
course of action other than arrest. 


The officer’s consideration of the totality of the circumstances provides the basis for probable 
cause in determining who the predominant aggressor was. In accordance with § 19.2-81.3, the 
standards for determining the predominant physical aggressor are based on the following 
considerations: 


1. Who was the first aggressor; 


2. The protection of the health and safety of a person to whom the protective order was issued 
and of household members; 
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B. 


ies) 


. Prior complaints of family abuse by the allegedly abusing person involving the family or 
household members. 

. The relative severity of the injuries inflicted on persons involved in the incident; 

. Whether any injuries were inflicted in self-defense; 

. Witness statements; and 

. Other observations. 


NO UB 


Officers will document in the IBR narrative the factors that led them to identify the predominant 
aggressor. 


II. Gathering Evidence 


A 


B. 


E. 


F. 


. When feasible take photographs of injuries and the crime scene to show that a struggle occurred. 


Collect evidence according to the same principles that apply to any crime scene. 


. If the suspect is under a domestic violence or stalking/serious bodily injury protective order and 


appears to have purchased or transported a firearm, confiscate it as evidence of a violation of 
§ 18.2-308.1:4 (purchase or transportation of firearm by persons subject to protective orders). 


. Seize any weapons that the predominant physical aggressor used or threatened to use in the 
commission of any crime. 


Obtain statements from all witnesses and note any excited utterances that bear on the incident. 


Obtain criminal histories for both parties. 


IV. Securing Protective Orders (§§ 16.1-251, 253.1, 253.2, 253.4, 279.1, 18.2-60.4, 19.2-81.3, and 152.8 


A 


152.10) 


. An order of protection on behalf of an abused family/household member that restrains the abuser 
from further acts of violence may order the abuser to refrain from further contact, vacate the 
residence, relinquish custody of a vehicle, provide temporary child support, and other measures 
(§ 16.1-279.1). Types of protective orders are: 


1. Emergency protective order (EPO) for domestic violence, stalking or violent crimes resulting 
in serious bodily injury (expires at the end of the third day following issuance or the next day 
court is in session, whichever is later.) 


2. Preliminary protective order (PPO) for domestic violence, stalking or violent crimes resulting 
in serious bodily injury (lasts 15 days or until a full hearing). 


3. Protective Order (may last up to two years). Neither a law enforcement agency, an attorney 
for the Commonwealth, a clerk, the clerk’s office nor an employee of them may disclose, 
except among themselves, the residential address, telephone number, or place of employment 
of a person protected by a protective order except to the extent that disclosure is required by 
law or the Rules of the Supreme Court, necessary for law enforcement purposes or permitted 
by the court for good cause. 


OPR-14 Domestic Violence (01.04.15) Page 3 of 6 


VI. 


A. 


When an officer makes an arrest for domestic assault or violation of a protective order the 
officer is required to petition for an EPO when he or she brings the arrested person before the 
magistrate unless the arrested person is a juvenile as an EPO is not required. If the officer 
cannot immediately serve the arrest warrant and protective order, the officer must ensure that 
they are turned in together, and are not separated. 


1. If children are involved in the incident, the officer will contact the on-call Child Protective 
Services (CPS) worker if a child is abused or neither parent can reasonably look after the 
child’s safety and well-being (neglect is a separate, reportable offense). 


2. Ifa child has not been abused, but the officer determines that neither parent can reasonably 
look after the child’s safety and well-being, the child may be left in the custody of a 
responsible party with the parent(s) consent. If no responsible party is available, the officer 
will contact CPS. 


Regardless of whether the officer makes an arrest, if the officer has probable cause to believe 
that a danger of family abuse acts exists the officer will seek an EPO. 


. The victim of stalking may obtain an EPO once he or she has sworn out an arrest warrant for 


stalking under § 18.2-60.3. An officer can request a warrant and an EPO by telephone or in 
person under a reasonable belief that stalking has occurred or will occur in the future. 


Virginia code § 18.2-308.1:4 prohibits any person subject to a protective order for domestic 
violence or stalking from purchasing or transporting a firearm while the order is in effect. 
Officers shall confiscate transported or purchased firearms in violation of this law. 


. Third Offense Domestic Assault 


If a person has two previous convictions for domestic assault and battery or for a similar offense 
under the law of any other jurisdiction, within the previous twenty years of the third offense, but 
on different dates, the officer will charge that person with a felony. 


The arresting officer will include certified copies of the previous convictions in the case file. 


The officer will request an emergency protective order whenever a third offense domestic assault 
warrant is issued, unless the alleged abuser is a minor. 


Transport of Victims to Safe Locations or Medical Facilities (55.2.2) 


A. 


If a victim of domestic assault displays or complains of injury and desires medical treatment, 
responding officers will ensure that transportation is provided for the victim to a medical facility. 


In any incident where the victim requires refuge away from the dwelling the officer will, if 
necessary, provide the victim with transportation to that location. If the victim has no alternate 
dwelling location, the officer will contact an available shelter and transport the victim to the 
shelter if they have space available. 


If a victim of domestic violence who has sought refuge away from the dwelling wishes to return 
to that dwelling for the purpose of retrieving essential personal items, dispatchers will assign 
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officers to accompany the victim. The role of the police is strictly to maintain the peace. If 
officers believe that the situation may place either themselves or the victim in danger, they will 
advise the victim of that fact and advise against any effort to access the dwelling. Officers will 
take all necessary precautions and actions if any confrontation arises. 


VII. Referrals to Legal and Community Resources 


A. Intervention in, and prevention of, domestic violence and assault are of special concern to the 
Department, as many of these situations have the potential to recur and escalate to severe or even 
fatal acts of violence. When officers respond to domestic violence or assault incidents or when 
they have reason to believe that circumstances will progress to domestic violence, they will 
advise victims or complainants of available legal and community resources via Department 
approved pre-printed materials. All officers are required to keep a supply of these forms in their 
vehicles to give to crime victims/witnesses (§ 19.2-11.01). 


VIII. Reporting Requirements 


A. Regardless of whether the officer made an arrest, the officer must file a written report of any 
incident where is probable cause to believe that family abuse has occurred. The officer will 
document the relationship between the alleged abused person and the alleged abuser in the 
narrative and state if he or she made any arrests and, if so, the number of arrests, or include a 
complete statement that there were special circumstances that dictated a course of action other 
than an arrest (§ 19.2-81.3). 


B. Ifthe allegedly abused person wishes to have a copy of the incident report, he or she can obtain it 
through normal request procedures at the Police Records Unit. 


IX. Arrests of law enforcement personnel 


A. If the predominant physical aggressor or abuser is a department employee, the responding officer 
will summon a supervisor who will then notify the chain of command. 


B. The officer will secure the scene and summon medics, if required. If a supervisor is on scene at the 
employee’s residence the supervisor will recover all weapons from the officer. If a supervisor is not 
on scene, he or she will direct the employee to neither transport nor possess the weapons. The 
Department will direct the appropriate individual to immediately respond to the officer’s residence 
to retrieve the weapon(s). 


C. The responding supervisor will notify the on-call PSU Detective who will begin an internal 
investigation. 


1. The supervisor will work with the responding officer to ensure that the victim receives 
medical attention if necessary, is transported to a hospital or safe shelter, and that personnel 
complete all reports, gather evidence, and take photographs. 


2. The responding supervisor will be the primary investigating officer, complete appropriate 
reports and paperwork, take necessary enforcement action, including arrest if merited, and 
notify the chain of command of their findings. The supervisor will also take action dictated 
by ADM-07, Relief from Duty, if necessary. 
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3. The responding officer will assist in requesting an EPO and will assist the supervisor with 
required paperwork. 


D. The Chief may place the employee on administrative leave (with or without pay) pending the 
outcome of the investigation. 


1. Employees on administrative leave will immediately turn in all agency-issued weapons, 
vehicles, badges, and identification to the appropriate supervisor. 


2. Ifthe internal investigation reveals a policy violation, the Chief will take appropriate 
disciplinary action. Further, if the investigation confirms that domestic violence occurred the 
Chief may require counseling, psychological evaluation, demotion, or termination of the 
employee. 


3. 18 U.S.C. § 922 states that any person convicted under any state or federal law for a 
misdemeanor involving the use or attempted use of physical force, or the threatened use of a 
deadly weapon when committed by a current or former spouse, parent or guardian of the victim, 
a person sharing a child in common, or a cohabitant of the victim (past or present), is prohibited 
from shipping, transporting, possessing, or receiving firearms or ammunition. The offense may 
have occurred at any time. Law enforcement officers convicted of offenses involving weapons 
or threats of force may therefore be unable to maintain their certification. 


Officers who are the subject of a protective order will not carry firearms and will turn in all 
agency-issued weapons. 


E. The Chief of Police or his or her designee will ensure that any court orders or injunctions are 
served on the employee and that legal papers are served in a private setting so that supervisory 
personnel can coordinate process service with counseling or psychological services. 


1. The employee's supervisor will monitor the employee's behavior. Upon service of any court 
papers, the supervisor will be present to review any affidavits supporting such papers. The 
supervisor will stay alert to behavior that may be unseemly or indicative of problems 
requiring professional intervention. 


2. ADM-01, Rules of Conduct requires any employee to immediately report to their supervisor 
any civil or criminal action pending against them. 


APPROVED: _ Abrenia. Zt, Most? 
Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Alarm Response OPR 15 
Effective: 12.30.15 3 pages 


Supersedes: | 08.12.96 CALEA: 81.2.13 
APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish guidelines and procedures for police response to alarms. 

GUIDELINES: Department personnel will respond expeditiously, but safely, to all alarm incidents. 
Personnel will provide the appropriate assistance to resolve the situation in a professional manner. 
Personnel should consider alarms as genuine until found otherwise. Do not become complacent. 
PROCEDURES: 


I. General Response Procedures 


A. Dispatchers receiving alarm calls shall attempt to obtain as much information concerning the 
incident as possible. Dispatchers will broadcast all relevant information to the responding officers 
as soon as possible and will dispatch a minimum of two officers to the alarm. 


B. Officers assigned to respond and investigate alarms shall respond immediately to these incidents 
following the guidelines and procedures set forth in OPR-07 Police Vehicle Operation. 


C. Officers shall coordinate their approach on the radio so as to minimize their visibility and 
exposure to potential danger until they can assess the situation. 


D. Officers shall document all alarms they determine as false, including operator errors, equipment 
malfunctions, and weather related activations on PPD form 48, False Alarm Report. Distribute the 


form as follows: 


1. Pink copy- submit to responsible person or leave it at the business or residence. 
2. White copy and canary copy- submit to the Police Records Unit by the end of your shift. 


II. Robbery Alarm Procedures 


A. If a dispatcher receives a robbery notification by telephone the dispatcher shall obtain a 
complete description of any suspect(s) along with as much additional information as possible, 
particularly whether the suspect is at the scene and, if not, his or her direction and mode of travel 
and a complete description of any vehicle involved. 
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C. If the robbery notification is made by alarm, the dispatcher shall not attempt to contact the 
business in order to determine the validity of the alarm until officers advise that they are in 
position at the business. 


D. Responding officers shall use appropriate vehicular warning devices when approaching the scene, 
but shall not use the siren within hearing range of the reported robbery. 


gpa 


G. 


J. If a robbery has been committed and the suspect had left the scene the primary unit should begin 
preparation of the initial report by identifying witnesses, caring for any injured parties, protecting 
the crime scene and obtaining necessary information for a supplemental broadcast. Remaining 
units should initiate a search for suspects on likely escape routes. An officer shall notify the shift 
commander if he or she is not already aware of the robbery. The shift commander will make 
appropriate notifications. 


E 
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III. Burglar Alarm Procedures 


el 
eee 


E. If a burglary has occurred, the primary officer shall seek the assistance of a Field Evidence 
Technician, if available, to assist with processing the crime scene. 


F. If the burglary involves the larceny of multiple weapons, has a high dollar loss, or has other 
unusual circumstances an officer will notify the shift commander to determine if callback of 
investigative and forensic personnel is needed. 


IV. Residential Panic Alarms 


i E 

S 

C. If officers suspect a medical emergency and forced entry is required, officers shall conduct the 
entry in such a manner as to minimize any damages that may occur. If officers force entry, the 


primary officer shall notify the shift commander and complete an offense report documenting 
the entry and any damage done. 


APPROVED: P ERA “Mock 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Handling of Juveniles OPR| 16 

Effective: 05.07.12 12 pages 

Supersedes: | 07.01.97 CALEA: 44.1.1, 44.2.1(a-c), 44.2.2 (a, b, c, €), 44.2.3 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To provide guidelines and procedures for handling incidents involving juveniles who are in 
need of protection, commit status offenses, or are suspected of committing criminal offenses. (44.1.1) 


GUIDELINES: The Department’s interests concerning juvenile offenders reflect those of the community: 
to protect the child’s welfare and to prevent and control juvenile delinquency. The department expects 
officers to handle juveniles in a manner consistent with state law by working in cooperation with other 
criminal justice agencies having jurisdiction over juvenile matters. Officers will strive to resolve situations 
in a manner that will serve both the juvenile’s and the community’s best interests. 


DEFINITIONS: 


Child, Juvenile, Minor: A person who is less than eighteen (18) years of age. 


Child in need of services (CHINS): Child in need of services" means (i) a child whose behavior, 
conduct or condition presents or results in a serious threat to the well-being and physical safety of the 
child or (ii) a child under the age of 14 whose behavior, conduct or condition presents or results in a 
serious threat to the well-being and physical safety of another person; however, no child who in good 
faith is under treatment solely by spiritual means through prayer in accordance with the tenets and 
practices of a recognized church or religious denomination shall for that reason alone be considered to 
be a child in need of services, nor shall any child who habitually remains away from or habitually 
deserts or abandons his family as a result of what the court or the local child protective services unit 
determines to be incidents of physical, emotional or sexual abuse in the home be considered a child in 
need of services for that reason alone. 


To find that a child falls within these provisions, (i) the conduct complained of must present a clear and 
substantial danger to the child's life or health or to the life or health of another person, (ii) the child or 
his family is in need of treatment, rehabilitation or services not presently being received, and (iii) the 
intervention of the court is essential to provide the treatment, rehabilitation or services needed by the 
child or his family. (44.2.2 b) 


Child in need of supervision: 
1. A child who, while subject to compulsory school attendance, is habitually and without justification 


absent from school and (i) the child has been offered an adequate opportunity to receive the benefit of 
any and all educational services and programs that are required to be provided by law and which 
meet the child’s particular educational needs, and (ii) the school system from which the child is 
absent or other appropriate agency has made a reasonable effort to effect the child’s regular 
attendance without success. 
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2. A child who, without reasonable cause and without the consent of his parent, lawful custodian or 
placement authority, remains away from or deserts or abandons his family or lawful custodian on 
more than one occasion or escapes or remains away without proper authority from a residential care 
facility in which he has been placed by the court, and (i) such conduct presents a clear and substantial 
danger to the child's life or health, (ii) the child or his family is in need of treatment, rehabilitation or 
services not presently being received, and (iii) the intervention of the court is essential to provide the 
treatment, rehabilitation or services needed by the child or his family. (44.2.2 b) 


Delinquent Acts: Acts designated as a violation of a law of the Commonwealth of Virginia or an 
ordinance of any city, county, town or federal law, but not including status offenses. 


Delinquent Child: A child who has committed a delinquent act or an adult who had committed a 
delinquent act prior to his or her eighteenth birthday. 


Intake Officer: A juvenile probation officer appointed as such pursuant to the authority of Virginia State 
Code § 16.1-228. 


Secure Detention: a juvenile is in “secure detention” if he/she is detained in a holding cell, a locked 
room, or physically secured to a cuffing bench, bull ring, or other “stationary” object. 


Non-secure Custody: while in a police facility a juvenile is held in “non-secure custody” when he/she is 
being kept under an officer’s constant supervision, is not free to leave or depart from the officer’s 
presence, or is not at liberty to leave Portsmouth Police Department premises. 


Non-offenders: typically, juveniles who are subject to the jurisdiction of the juvenile court, e.g., 
children in need of services, pending mental evaluation, or abuse or crime victims. 


Status Offender: a juvenile who has committed an offense which would not be a crime if committed by 
an adult, e.g., truant, runaway etc. 


Delinquent Offender — a juvenile who has committed an offense that would be a crime if committed by 
an adult. 


Petition - a legal document containing the written statement that brings the case involving a juvenile 
into court. The petition contains facts concerning the case and requests a hearing to determine the truth 
of these facts. A petition is NOT a summons or warrant. Upon receiving a petition from Juvenile Intake, 
the court will issue subpoenas requiring the juvenile and his/her guardian to appear in court. 


Detention Order — Functions as both a charging document and a committal, it is a “court document 
ordering a juvenile into physical custody, typically at a detention center.” 


PROCEDURES: (44.2.2 a) 
I. Overview 
A. Officers should handle juvenile offenders with firmness and respect. The contact a juvenile has 
with the police is his or her first impression of the justice system. An officer’s proper handling 
may prevent the recurrence of antisocial behavior. A police officer’s warning is often all that is 


required to keep a juvenile from having to appear in juvenile court. Improper handling can 
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create the mistaken but lasting impression that all police officers and other government officials 
are unfair, untrustworthy, and inflexible, and may result in the juvenile’s complete rejection of 
lawful authority. 


B. The juvenile justice system and laws are designed to give a child a chance to mature without 
bearing the stigma of a criminal record. The juvenile justice system emphasizes confidentiality 
of records and the privacy of an adjudicatory hearing. Where appropriate, officers shall 
reasonably try to keep juveniles out of the criminal justice system. 


II. Informal or Formal Handling — Guidelines (44.2.1 a) 


A. Informal: Managing a situation by releasing the juvenile under warning to a parent or guardian. 
This requires either the parent pick up the child or the officer take the child home and inform the 
parent of the alleged offense. (44.2.2 e) 
1. Offenses generally appropriate for informal handling include first offenses of the following 

types; however, the list is not complete and an officer’s judgment is important. 


ga 


moanoe 


Runaways 

Annoying telephone calls 
Curse and abuse 
Drunkenness 

Creating a nuisance 
Disorderly conduct 

Most status offenses 


2: Philosophy of informal handling: When handling a case informally, the officer should keep 
in mind that the objective of the juvenile justice system is to rehabilitate rather than punish. 
Keeping the child in the patrol car discussing the case for an inordinate length of time will 
appear to the juvenile to be punishment, and might be unconstitutional or illegal. Officers 
shall decide without delay whether formal or informal handling is in order, then apply the 
appropriate guidelines of this order. 


B. Formal: Occurs when the juvenile is brought before the juvenile court or an intake officer for 
further processing and proper disposition. 
1. Officers should consider the following factors in making the decision to handle juveniles 
either informally or formally: 


a. 


b. 
c. 
d 


mo 


Seriousness and type of offense 

Prior record of the child 

Age of the child 

Cooperation and attitude of all parties (child, parent, victim) and the possibility of the 

offense being repeated 

Degree of wrongful intent, violence, premeditation, knowledge of violation 

Likelihood that the child or parent can be successfully referred to a helping agency 

Generally, the following situations will require formal handling of a juvenile: 

i. Delinquent acts that if committed by an adult would be felonies; 

ii. Delinquent acts involving weapons; 

iii. Delinquent acts involving aggravated assault and battery; 

iv. Delinquent acts committed by juveniles under probation, on parole or with a case 
pending; 

v. Delinquent acts that are repeated; 

vi. When the police arrive at the scene of domestic violence and discover a child at risk. 
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III. General Handling 


A. Officers shall conduct criminal investigations involving juveniles using the same guidelines and 
procedures for conducting adult criminal investigations, and by following the special procedures 
outlined in this document. 


B. Juvenile Referral Sheets and Field Interview Cards: 

1. Officers shall complete a Portsmouth Police Department Juvenile Referral Sheet (PPD 180B) 
any time they have direct interaction with a juvenile who has committed any crime or status 
offense. Officers shall complete the juvenile release block (JUV REL) on the reverse of the 
form with the appropriate code, and obtain the signature of the parent/guardian to whom they 
release the juvenile. Officers will submit the form to the Police Records Unit (PRU) prior to 
the securing from duty. 

2. Officers shall complete a field interview card (or mobile field contact) when stopping and 
investigating a juvenile for suspicious activity only. Officers shall submit the juvenile 
card/field interview card prior to securing from duty. 


C. If an offense has been committed, the officer will complete an offense report and submit it prior 
to securing from duty pursuant to ADM-16, Police Reporting System. 


D. Officers shall check VCIN for outstanding petitions and detention orders when coming into 
contact with a juvenile for any criminal or status offense matters. 


E. Officers shall notify the juvenile’s parents or guardian of significant contacts to include the below 
listed situations. Generally the officer should make this notification in person, however, the 
officer or a dispatcher may make notification by phone if the situation necessitates. (44.2.2 e) 
1. Juveniles taken into custody for committing a crime or status offense; 

2. Juveniles detained when suspected of committing a crime or status offense; 

3. All incidents when a juvenile is to be handled informally; 

4. Whenever a juvenile has been injured or involved in a vehicle accident (either as a driver or 
passenger). 


F. Officers shall notify their supervisor when a juvenile is taken into custody for the following so 
the supervisor can make a determination if a detective will be immediately assigned to handle the 
investigation: 

1. All serious felony incidents (homicide, rape, robbery, burglary, arson, malicious woundings, 
stolen vehicles); 

2. Incidents which are linked or related to a known series of crimes; 

3. All incidents which will require extensive follow-up investigation. 


G. Officers shall make a determination whether an incident will be handled formally or informally 
and proceed accordingly. 


H. Regardless of the manner in which the case is handled, officers shall respect the juvenile’s right to 
privacy and all constitutional rights. Information pertaining to the identity and/or criminal records 
of juveniles is considered under Virginia law to be highly confidential, and special care should be 
taken to prevent unauthorized disclosure. 
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IV. Taking a Juvenile into Custody (44.2.1 c) 


A. Pursuant to Virginia State Code officers shall not take a child into immediate custody except: 


1. 
2. 


10. 


When there is an outstanding detention order or warrant on file; 

When a child is alleged to be in need of services or supervision and there is a clear and 
substantial danger to the child’s life or health or the assumption of custody is necessary to 
ensure the child’s appearance before the court; (44.2.2 b) 
When a child, in the presence of the arresting officer, has committed an act designated as a 
crime under federal, state, or local law; 

When probable cause exists from a reasonable complainant that witnessed a child commit a 
misdemeanor offense involving shoplifting, assault and battery, or carrying a weapon on 
school property in violation of Virginia State Code § 18.2-308.1; 

When a child commits a felony; 

When an officer has probable cause that a child committed to the Department of Juvenile 
Justice has run away or escaped from a jail or detention home; 

When an officer has probable cause that a child has run away from a residential child-care 
facility or home in which the child has been placed by the court, social services, or licensed 
child welfare agency; 

When an officer has probable cause that a child has run away from home; 

When an officer has probable cause to believe that a child is without adult supervision at 
such hours of the night and under such circumstances that the officer reasonably concludes 
that there is a clear and substantial danger to the child’s welfare (this includes, but is not 
limited to, violation of the curfew ordinance). (44.2.2 b) 
When a child is believed to be in need of inpatient treatment for mental illness as provided in 
Virginia State Code § 16.1-340. 


B. Juveniles taken into custody have specific detention procedures that must be adhered to: 


als 


If an officer has in custody either a non-offender or a status offender, the officer may hold 
them in “non-secure” custody, but must never place such offender in a holding cell, locked 
room, physically secure them to a stationary object (secure detention), or place them in 
handcuffs. 


. Officers may only place delinquent offenders in “secure detention.” When a juvenile 


delinquent offender is in “secure detention” the officer must separate him/her from adults by 
sight and sound. Our current DCJS approved holding areas meet these requirements, however, 
should an in-custody adult become overtly loud when a juvenile is in the next room, the 
officer shall intervene. If the officer cannot calm the adult in a timely fashion, he/she will 
remove the juvenile from the area. Additionally, avoid cross-contamination of adults and 
juveniles (e.g., passing in a hallway), whenever possible. 


. Officers may hold a delinquent juvenile in secure detention for no more than six hours 


before placing him/her in a secure juvenile detention facility or release to a parent or 
guardian. However, we encourage that officers hold juveniles for the minimum time possible. 


. If an officer has a status offender, e.g., an in-state runaway, whose return to their parents or to 


their local agency’s custody, will take more than six hours, he/she will contact a juvenile 
intake worker who can authorize holding the juvenile up to 24 hours, excluding holidays and 
weekends. The intake worker will place the juvenile in a facility certified to house juveniles. 


. If an officer holds a juvenile in secure custody, he/she must enter the juvenile’s information in 


the Secure Juvenile Holding Log, which is in a pouch outside of our holding areas. When the 
log is full, submit the form to the Warrant Unit Lieutenant. 
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6. Neither the Juvenile Justice and Delinquency Prevention Act nor this policy applies to 


emancipated juveniles, who are treated as adult prisoners. 


V. Specific Procedures 


A. Detention Orders 


1. 


2. 


3. 


An officer encountering a juvenile with outstanding detention orders shall take the juvenile 
into custody. 

The officer shall transport the juvenile to Police Headquarters and process him or her in 
accordance with this policy. 

After processing, when Juvenile Court (JDR) is open, the officer shall transport the juvenile 
to the Juvenile Court Clerk’s office. If the child’s parent or guardian is present at the time of 
arrest, advise this person that he or she should immediately report to the Juvenile Court 
Clerk’s office, if possible. The clerk will make a determination if the juvenile is to 
immediately be arraigned or transported to Chesapeake Juvenile Services (the juvenile 
cannot be arraigned unless his or her parent or guardian is present). The officer shall remand 
the juvenile to the custody of the Court and provide for the disposition of the juvenile 
according to the Judge’s or Intake Worker’s direction (e.g., release to parent/guardian, 
remand to the JDR Bailiff, or transport to Chesapeake Juvenile Services). 

After processing, when Juvenile Court is not in session, the officer shall immediately 
transport the juvenile to Chesapeake Juvenile Services or other appropriate facility. The 
juvenile’s parent or guardian shall be contacted if possible and instructed to appear at 
Juvenile and Domestic Relations Court at 9:00 a.m. on the next court day. 

Officers shall ensure the original copy of the petition and/or detention orders is executed and 
turned into Police Records, where Records staff will make appropriate updates to PISTOL 
and NCIC/VCIN, and ensure the paperwork is forwarded to the Court. 


B. Felony Incidents 


1. 


Officers who take a juvenile into custody for a felony shall transport the juvenile to police 
headquarters (or Criminal Investigations Division (CID), when applicable) for processing 
(refer to photographing and fingerprinting section). 

Officers shall notify the juvenile’s parent or guardian to respond to headquarters (or CID, 
when applicable). 

When Juvenile Court is open, officers shall contact Juvenile Intake to secure a petition (and 
detention order when necessary). 

When Juvenile Court is closed, the officer shall either release the juvenile to a parent or 
guardian or contact Juvenile Intake for assistance. When circumstances permit, the officer 
shall release the juvenile to a parent or guardian. Officers shall consider the following 
circumstances when determining to release or call back a Juvenile Intake Officer. 

seriousness of the offense; 

juvenile’s demeanor; 

relationship to victim; 

prior charges; 

availability of a parent or guardian; 

overall safety of all parties involved; 

If the arresting Officer determines that he/she needs to call an on-call Juvenile Intake Officer, 
he/she shall do so in accordance with the provisions of the Third District Court Services Unit 
After Hours Video Intake Procedure Manual, including completing the requisite forms 


mean oe 
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(probable cause summary, witness lists, court services referral/complaint form and 
probable cause statement). 

6. When the juvenile is released to a parent or guardian, officers shall obtain a petition 
immediately if Juvenile Intake is open. If not, the officer will obtain the petition on the next 
court business day. The officer shall document the outcome of his or her meeting with 
Juvenile Intake on a supplemental report. 

7. When an officer completes a juvenile case file, the officer will utilize case file folder PPD 
Form 41J (1/12) which is a manila folder with a red stripe across the right side and the word 
“Juvenile” stamped on the bottom portion of the front cover. Juvenile case files folders are 
stored separately from adult case file folders and are clearly distinguishable as containing 
juvenile information. PPD form 41J files are stocked in the Uniform Patrol Report Writing 
Room at Police Headquarters. 


C. Misdemeanor Incidents 

1. For incidents in which a juvenile is in custody and the officer will be handling the matter 
formally by obtaining a petition and/or detention order: 

a. Ifthe nature of the offense requires fingerprints and photographs of the juvenile (see 
Booking and Processing a Juvenile Offender section), the officer shall transport the 
juvenile to police headquarters for processing. The officer will then proceed with the 
provisions in the Booking and Processing a Juvenile Offender section. 

b. If the nature of the offense does NOT require fingerprints and photographs of the 
juvenile, officers shall turn the juvenile over to a parent or guardian when applicable. 

2. For incidents in which a juvenile is in custody and the officer will handle the matter 
informally, without securing a petition or issuing a summons, the officer shall turn the 
juvenile over to a parent or guardian when applicable. 

3. For misdemeanor incidents not witnessed by the officer, and where by permitted by law, the 
officer may refer the complainant to Juvenile Intake to secure a petition. The only 
information the officer will provide the complainant is the report card containing the IBR 
number. When the complainant goes to Intake, the worker will contact the Police 
Department to obtain the information necessary to issue the petition. 

4. Ifthe parent or guardian is a victim or the safety of anyone involved is in jeopardy, officers 
shall transport the juvenile to Juvenile Intake when Court is open, or to Police Headquarters 
when the Juvenile Court is closed. Juvenile Intake shall be contacted for assistance. 

5. When the juvenile is released to a parent or guardian and the officer will handle the matter 
formally, officers shall obtain a petition immediately if Juvenile Intake is open. If not, the 
officer will obtain the petition the next court business day. The officer shall document the 
outcome of their meeting with Juvenile Intake on a supplemental report. 


D. Runaways — see OPR-52, Missing Persons. 


E. Curfew Violations (44.2.1 b) 
1. Officers encountering juveniles in violation of the curfew ordinance shall take custody of the 
juvenile. 


2. Officers shall transport the juvenile to his or her residence and turn him or her over to a 
parent or guardian. 

3. Officers shall issue a Virginia Uniform Summons for curfew violations and have the juvenile 
and parent or guardian sign the summons. 

4. Officers shall issue the parent a copy of the curfew for minors ordinance, pursuant to City 
code section 24-3(e)(1). 


OPR-16 Handling of Juveniles (05.07.12) Page 7 of 12 


5. Officers who are personally aware of prior curfew violation offenses and prior notifications 
to a parent or guardian shall issue the parent or guardian a summons for violation of the 
curfew for minors ordinance in addition to the summons issued to the juvenile. 

6. When officers are not personally aware of prior curfew violation offenses or prior 
notification, they shall check with Juvenile Intake during business hours to see if a curfew for 
minors ordinance notification is on file. If it is determined that the parent or guardian has 
had prior notification, the officer shall provide probable cause to a magistrate to obtain a 
summons for violation of the curfew for minors ordinance. 

7. The officer shall forward the original Juvenile Referral form (PPD 180B) to Police Records 
attached to the curfew summons. Records personnel will ensure the paperwork is forwarded 
to the Court after data entry. 


F. Truancy 

1. Officers that encounter a juvenile away from school during normal school hours shall detain 
him or her and investigate whether he or she is truant from school. 

2. Officers shall confirm any information with the appropriate school and/or the juvenile’s 
parent or guardian. 

3. Officers shall check the juvenile through VCIN for outstanding detention orders. 

4. If the juvenile is found to be truant, the officer shall transport the juvenile back to school and 
turn him or her over to school authorities and notify the child’s parent or guardian (pursuant 
to State code section 22.1-266). 

5. Officers shall use an FI card (or mobile field contact) to document the contact and actions 
taken. 


G. Questioning Juveniles — see ADM-06, Compliance with Certain Constitutional Rights 
(44.2.2 c, 44.2.3) 
H. Transportation of Juveniles 
1. Officers shall transport juveniles taken into custody for a crime or status offense separate 


from any adult prisoners and without delay. (44.2.2 d) 
2. Officers shall separate juveniles taken into custody for a crime or status offense by sex when 
transporting them. 


3. Juveniles taken into custody for a status offense shall be handcuffed ONLY when there is a 
risk of resistance or escape. 


I. Incorrigible Juveniles 
1. Officers who respond to incidents where the juvenile has committed no crime, but is 
disobedient beyond the control of the parent or guardian, shall contact Juvenile Intake for 
assistance or guidance. 
2. If Juvenile Intake defers contact, officers shall attempt to separate the juvenile from the 
parent to an acceptable location, such as a responsible adult relative or family friend. 


J. Booking and Processing a Juvenile Offender (Virginia State Code § 16.1-299) 
1. Officers shall fingerprint and photograph a juvenile taken into custody and charged with any 
of the following: 
a. Treason; 
b. Any felony; 
c. Any misdemeanor punishable by confinement in jail under Title 18.2 or 19.2, except an 
arrest for trespass, disorderly conduct, or violation of a protective order. 
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2. Procedures 

a. Juvenile in Custody, Arresting Officer Securing Petition or Detention Order: When an 
officer has custody of a juvenile and intends to charge the juvenile, the officer will: 

1. Complete the appropriate charging paperwork (probable cause summary, witness list, 
etc.). 

2. Process the juvenile by entering the arrest information into PISTOL’s Arrest module 
(leave the OTN number blank, as the officer will NOT have this information). 

3. Photograph and fingerprint the juvenile using Live Scan’s Juvenile Criminal Booking 
option. 

4. Print the fingerprint card and CCRE card, and attach them to the Juvenile Referral 
Sheet. The officer will CONSPICUOUSLY mark the Juvenile Referral Sheet with 
the PISTOL Arrest module system ID in the upper right hand corner of the front page. 

5. If Juvenile Intake is open, the officer will transport the juvenile to Intake for a 
probable cause and detention hearing, and will dispose of the juvenile as directed by 
the Intake Officer. Document the outcome of this hearing in the offense report, and 
turn in the original Juvenile Referral Sheet (with attached CCRE paperwork) to PRU. 

6. If Juvenile Intake is closed, contact the on-call Intake Officer and proceed at their 
direction (either to release the juvenile to their parent/guardian and seek a petition 
during the next business day, or to transport to Chesapeake Juvenile Services for 
video conferencing). The officer shall process the juvenile prior to release to a 
parent/guardian, or transport to Chesapeake Juvenile Services. Document the 
outcome of this hearing in the offense report, and turn in the original Juvenile 
Referral Sheet (with attached CCRE paperwork) to Police Records. 

b. Juvenile in Custody, Existing Detention Order: If the Detention Order is from our City, 
the arresting officer will check it out of PRU and process the juvenile as above, except 
that the officer will input the OTN number as it appears on the Detention Order. The 
officer will then transport the juvenile to Chesapeake Juvenile Services. If the Detention 
Order is from another jurisdiction, have a copy faxed to PRU and process the juvenile as 
above, then transport to the secure holding facility identified on the Detention Order. 

3. Records Storage 

a. Juvenile records shall be maintained separately from adult records and copies shall be 
filed with the Juvenile & Domestic Relations Court on forms provided by the Central 
Criminal Records Exchange. 

4. Records Deletion 

a. Ifa petition or warrant is not filed against a juvenile whose fingerprints or photographs 
were taken in connection with an alleged violation of law, the fingerprint card, all copies 
of the fingerprints and all photographs shall be destroyed sixty days after fingerprints 
were taken. If a juvenile is found not guilty or in any other case resulting in a disposition 
for which fingerprints are not required to be forwarded to the Central Criminal Records 
Exchange, the court shall order that the fingerprint card, all copies of the fingerprints, and 
all photographs be destroyed within sixty days of the date of disposition of the case. 

b. If an officer does not secure petitions on a juvenile that has been processed within 60 
days of such processing, the officer shall notify their immediate supervisor of that fact 
along with the report number and arrest system ID number. The supervisor will advise 
the PRU Sergeant and recommend deletion of the photographs from PISTOL and 
destruction of the physical copies of the fingerprint cards. 


K. Release on a Virginia Uniform Summons (44.2.1 b) 
1. Officers can release juveniles on a summons only for the following: 
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pe 


Violation of motor vehicle laws 

Driving Under the Influence of Alcohol or Drugs 

i. Provided the juvenile is released to the custody of a parent or legal guardian pending 
the initial court date. 

ii. The officer shall subpoena the parent or legal guardian of the juvenile to appear by 
placing them on a General District Court Witness List. 

Refusal to submit to a blood or breath test when charged with DUI (the provisions of 

these sections shall be followed except that the magistrate shall authorize execution of the 

warrant as a summons). 

Violation of curfew ordinance, animal control violations or littering. 

Violation of game and fish laws 

Offenses, which if committed by an adult, would be Class 3 or 4 misdemeanors. The 

officer shall also include the juvenile’s parent or legal guardian on a General District 

Court Witness List. 

Possession of marijuana (at the time such summons is served, the officer shall also serve 

upon the juvenile written notice of the right to have the charge referred to intake on an 

approved Supreme Court form and make return of such service to the court. If the officer 

fails to make such service or return, the court shall dismiss the summons without 

prejudice). 

Officers shall ensure that the completed Juvenile Referral Sheet is attached to any 

CRIMINAL summonses. 


L. Officers shall obtain petitions for all other crimes or status offenses when handling an incident 
formally. Parents of a juvenile who has had a petition secured against him or her do not need to 
be subpoenaed as they are automatically issued a notice to appear in court when the petition is 
served. The only exception to this is when the parent or guardian is the victim of a crime in 
which the juvenile is the suspect. 


M. Officers shall include the outcome of seeking a petition or detention order in the officer narrative 
of the IBR or in a supplemental report, as appropriate. 


VI. Police Records Unit (PRU) Responsibilities 
A. Summonses 


1. 


B. Arrests 

PRU personnel shall enter juvenile arrests into PISTOL using the information on the 
Juvenile Referral Sheet. PRU personnel will give special attention to completing the 
custodial release and juvenile disposition block in the Arrest Module. 


PRU will collect and enter into PISTOL all juvenile summonses in the same manner as adult 
summonses. PRU personnel will pay special attention to whether the summons is for an 
arrest or a traffic violation, and will enter the summonses in the appropriate module. 
. PRU personnel will enter summonses in a timely manner in recognition of the fact that 
the Juvenile and Domestic Relations Court juvenile handles dispositions of juvenile 
summonses in an expeditious manner.. 
. All juvenile criminal summonses should be accompanied by a Juvenile Referral Sheet 
attached to the summonses — care shall be taken to not enter duplicate arrest data. 
. PRU personnel will send a copy of the Juvenile Referral Sheet to the Court with the 
summons, and PRU will keep the original on file. 
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2. In cases where there is paperwork going to the Court, PRU personnel shall send a copy of 
the Juvenile Referral Sheet to the Court with the paperwork, and keep the original on file 
in the PRU. 


C. Juvenile Detention Orders 
1. PRU personnel shall maintain and track issued detention orders pursuant to OPR-17, 
Service of Detention Orders and OPR-56, Warrant Service/Fugitive Apprehension Unit 
Duties. 


VIL. School Notifications 


A. Pursuant to Virginia state code, law enforcement officers must notify public school 
Superintendents and/or school principals of certain incidents involving students or school 
employees. Additionally, notifications are required for specific incidents occurring on school 
property, a school bus, or at a school sponsored activity, regardless of whether a student or 
employee was involved. 


B. Any officer that responds to an incident or makes any arrest meeting the following criteria shall 
notify their supervisor as soon as possible. The facts and circumstances shall be relayed to the 
appropriate Division Commander through the chain of command. The Division Commander 
shall make the appropriate notifications to the affected school officials. The custody status of the 
offender should also be relayed to the Superintendent/school principal. All notifications to 
school officials shall be documented in a supplemental report, if applicable. 


1. Incidents occurring on school property, a school bus, or at a school-sponsored activity that 
require notification of the Superintendent and school principal: 

a. Any assault, assault and battery, or sexual assault, regardless of injury. 

b. Stalking. 

c. Any conduct involving alcohol, marijuana, a controlled substance, imitation controlled 
substance, or an anabolic steroid, including the theft or attempted theft of student 
prescription medications. 

d. Threats against school personnel. 

e. Illegal carrying of a firearm on school property. 

f. Any illegal conduct involving firebombs, explosive materials or devices, hoax explosive 
devices, or chemical bombs. 

g. Bomb threats. 


2. Offenses committed by any public school student that require notifications to the 
Superintendent and school principal: 

a. Arrest of any student for any incident occurring on a school bus, school property, or at 
a school-sponsored activity. 
Arrest of any student for a felony offense, regardless of where the incident occurred. 

c. Arrest of any adult student for a firearm offense, regardless of where the incident 
occurred. 

d. Arrest of any adult student for sexual assault, regardless of where the incident 
occurred. 

e. Arrest of any adult student for PWID (including misdemeanor marijuana PWID), 
regardless of where the incident occurred. 
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3. Offenses committed by any public school employee that require notification to the 
Superintendent: 
a. Arrest of any school employee for any felony or any class 1 misdemeanor. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Service of Juvenile Detention Orders OPR| 17 
Effective: 03.05.12 2 pages 
Supersedes: | 04.30.11 CALEA: 74.1.1, 74.1.2 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for the service of juvenile detention orders. 


POLICY: All Portsmouth Police Department employees involved in the processing of juvenile 
detention orders will do so in the most efficient and timely manner possible (for detention order record 
keeping see OPR-56 - Warrant Service/Fugitive Apprehension Unit Duties). 


PROCEDURES: 


I. The Police Records Unit (PRU) will maintain an administrative logging system of all juvenile 
detention orders received from Juvenile and Domestic Relations (J & D) Court and other sources. 
PRU will also initiate tracking cards for detention orders, will enter all relevant information into the 
Virginia Criminal Information Network (VCIN), or National Criminal Information Center (NCIC) if 
applicable, and will maintain detention order files and information will include: 


Date and time received; (74.1.1.a) 

Type of legal process, i.e., Juvenile Detention Orders; (74.1.1 b) 
Nature of the document; (74.1.1c) 

Source of the document; (74.1.1 d) 

Name of the defendant; (74.1.1 e) 

Officer assigned for service if assigned; (74.1.1 f) 

Date of assignment if assigned; (74.1.1 g) 

Court Docket Number; (74.1.1 h) 

Date service due if applicable; (74.1.1. i) 


rog mean op 


II. Initial Service of Detention Orders: The initial service of the detention orders is dictated by their 
originator, as follows: 


A. All officers and detectives who secure detention orders will attempt to serve them. School 
Resource Officer’s will attempt to serve outstanding detention orders on students in their 
schools. 


B. From Juvenile & Domestic Relation’s Court (J&D) or Citizen complaint: The Administrative 
Division Commander or designee will generate a list of these detention orders and forward it to 
the Community Services Unit (CSU) Lieutenant. The CSU Lieutenant will assign initial service 
attempt to an officer under his/her command. The assigned officer will sign out the detention 
order from PRU and attempt service. If unsuccessful, the officer will return the order to PRU 
prior to securing from duty. The officer will make two more attempts to serve the order within 
thirty (30) days of order issuance. If the officer or a supervisor determines that the wanted 
individual poses a potential future risk, and the officer is unsuccessful in his/her service attempts, 
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HI. 


IV. 


VI. 


he/she can contact the Fugitive Apprehension Unit (FAU) supervisor for assistance. 


C. From an Investigator: The Administrative Division Commander or designee will generate a list 
of unserved detention orders secured by Criminal Investigators. He/she will forward the list to 
the Special Victim’s Unit (SVU) supervisor who will assign the detention order to the originating 
investigator. The investigator must sign the order out and attempt service as described in 2.B 
above. 


D. From a Uniform Patrol (UP) Officer: The Administrative Division Commander or designee will 
prepare a list of juvenile detention orders originated by UP officers. He or she will forward it to 
the UP Division Commander. The UP Commander or designee will assign the orders to an 
officer or officers for an initial service attempt. The order must be signed out, returned, or 
subsequently attempt to be served in accordance with procedure 2B above. 


Each officer will record any detention order service attempts on the tracking sheet prepared by PRU 
and attached to the detention order. The tracking sheet information will include: 


Date and time service was executed/attempted; (74.1.2 a) 

Name of officer(s) executing/attempting service; (74.1.2b) 

Name of person upon whom the Order was executed/attempted; (74.1.1c) 
Method of service or non-service; (74.1.2 d) 

Address of service or attempt of service. (74.1.2 e) 


angr 


Review of outstanding detention orders: The Administrative Division Commander or designee, UP 
Commander or designee, and SVU supervisor will randomly inspect detention order service attempts 
for compliance with this policy. The Administrative Division Commander or designee will prepare, 
on a quarterly basis, a list of outstanding detention orders. He or she will forward the list to J & D 
Court for review. J&D Court will return the list with corrections if needed. The Administrative 
Division Commander or designee will then forward the list to the Commanders of UP, CIU, and 
CSU for informational purposes. The list will also be used by UP, SVU, CSU and FAU supervisors 
to coordinate a service attempt operations involving those units deemed necessary. 


. Detention Order status check: Detention order information is available from VCIN through 


dispatch. Officers shall request that information upon contact with juveniles involved in police- 
related or criminal matters. 


Notification upon service: Officers will contact PRU immediately upon service of a juvenile 
detention order for clearance from VCIN, NCIC, and other law enforcement information systems. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Handling and Transporting of Prisoners OPR] 18 


Effective: 09.11.15 7 pages 


Supersedes: | 01.23.12 | CALEA: 1.2.8, 70.1.1, 70.1.2, 70.1.3, 70.1.4, 70.1.5, 70.1.6, 70.1.7, 
70.2.1, 70.3.1, 70.3.2, 70.3.3, 70.5.1 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures and guidelines for the safe and proper handling and transportation 
of prisoners. 


GUIDELINES: The transportation of persons in custody involves two general situations. The first 
immediately follows arrest when an officer takes the prisoner to a detention facility for booking or 
holding, and the other involves the movement of a prisoner from a detention facility to a court, hospital, 
medical facility, etc. Officers performing any prisoner transport must prepare for and conduct the 
transport in a manner providing for the safety and security of the prisoner, the transporting officer, and 
the public. Transport involves any movement of a prisoner from one location to another including the 
walking of a prisoner from a vehicle to a police office or other secure area. 


PROCEDURES 


I. Preparation for Prisoner Transportation 


A. Vehicle Inspection 


1. 


Officers will check their police vehicles at the beginning of their shifts to ensure that all 
equipment, including shields, door locks, etc., is properly functioning, 


Officers will thoroughly search their vehicles at the beginning of their shifts to ensure that no 
person transported during a previous shift hid weapons, evidence, or contraband therein. 


. Regardless of having performed the general preparations as outlined above, any transporting 


officer will thoroughly search the vehicle used for transport immediately prior to placing the 
prisoner in the vehicle, and immediately following the transport and delivery of the prisoner. 
(70.1.2) 


B. Prisoner Searches (70.1.1) 


1. 


The transporting officer will search his or her prisoner before placing him or her in the 
transport vehicle. Officers will search prisoners every time they receive custody, regardless 
of any prior search having been conducted. The search should be thorough and include 
checking the contents of clothing, pockets, and purses or other personal hand-carried 
containers. 


A female officer will search a female prisoner, however, in an arrest situation, if no female 
officer is available, a male officer may conduct a pat down of the prisoner for weapons and a 
search of outer clothing. 
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3. Officers should conduct searches out of public view whenever possible. Officers may only 
conduct strip searches or body cavity searches in strict compliance with section II below. 
Il. Strip Searches and Body Cavity Searches (1.2.8) 


A. Strip searches, as defined in Virginia State Code § 19.2-59.1, involve having an arrested person 
remove or arrange some or all of his or her clothing to permit a visual inspection of his or her 
buttocks, genitals, female breasts, anus, or undergarments. Officers will conduct strip searches in 
strict accordance with the following guidelines. (1.2.8 a) 


1. 


Officers may not conduct strip searches on persons arrested for traffic offenses, class 3 or 4 
misdemeanors, or violations of city ordinances which are punishable by less than 30 days in 
jail unless the officer has reasonable cause to believe that the person is concealing a weapon; 


Prior to conducting a strip search, a supervisor must grant approval and should be present 
during the search, if possible, provided the supervisor and the person to be searched are of 
the same gender; 


A person of the same sex as the person to be searched must perform the strip search and at 
least two officers of that same sex must be present during the search; (1.2.8 b) 


Officers must conduct the search in a private, enclosed location where no one except the 
officers conducting the search can observe the search; (1.2.8 b) 


The searching officer should examine thoroughly each item of clothing as he or she removes 
it from the person, and place the items beyond the person’s reach. When the person is 
completely unclothed, the officer should inspect his or her body surface visually to ensure 
that no small items of evidence are on the person’s body. 


If the search is a consent search the officer performing the search will complete a consent to 
search form. 


If a search warrant specifically authorizes the search of a person, officers can conduct a 
search of “the entirety of the person named in the warrant,” and thus a strip search. 
Furthermore, if during the execution of a search warrant, probable cause arises to search a 
person, officers may conduct a strip search of that person. 


A search of any body cavity other than the mouth will be conducted by or under the 
supervision of medically trained personnel under sanitary and private conditions. 


Except under exigent circumstances, officers will secure a search warrant for any body cavity 
search to be conducted. 


10. Officers will document all strip searches on a Strip Search Form. (1.2.8 c) 


HI. General Precautionary Transport Measures 


A. When transporting a prisoner of another gender, the officer will advise Dispatch of the transport 
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starting location and the transport vehicle’s odometer reading including the tenth of a mile. At 
transport completion, the officer will advise Dispatch of the ending location and odometer 
reading. Dispatch will provide the transport start and completion times. 


B. Unless the situation requires it, officers will not permit prisoners to communicate with other 
people while in transit. (70.1.5) 


C. When transporting a prisoner, the officer will provide other law enforcement services only in 
emergency situations, e.g., where failure to respond might result in injury or death to another 
person. (70.1.4) 


D. During prisoner transport, the officer will make every effort to keep the prisoner under 
observation, including during any use of rest room facilities. If observation is not possible, the 
officer must ensure as much control of the situation as possible, e.g., limitation of one prisoner at 
a time in a controlled area, no available weapons, no access to possible escape routes, etc. 


E. When transporting a juvenile in custody, the officer shall keep the juvenile separated from any 
adult prisoners or any prisoners of the opposite sex. The officer will handcuff the juvenile when 
there is a risk of resistance or escape. 


F. If at any time during any phase of prisoner transport, processing or turn over to a jail, an officer 
observes or suspects a prisoner of ingesting narcotics, the officer will immediately summon 
medics even if the prisoner denies having done so. 


IV. Prisoner Positioning for Transport 
A. Prisoner Restraints © (70.2.1) 


1. Officers will handcuff all prisoners during any transport. 

2. Officers will handcuff prisoners with the hands in back, except when it is necessary to 
handcuff in front due to disability, deformity, or a medical condition which could be 
worsened by such restraint, etc. 

Officers will double-lock handcuffs. 

Officers will not handcuff prisoners to any part of the transport vehicle. 

Officers will not handcuff prisoners to each other. 

Officers may use plastic, or flex cuffs, in transporting multiple prisoners in mass arrests. 
Other Restraints - officers may use leg and waist belt restraints or ankle shackles for those 
prisoners whose present or known behavior clearly indicates a necessity to employ such 
means to minimize the risk of injury or escape. 


SAS 


B. Officers with shielded units will place the prisoner in the rear seat with the seat belt fastened. 


C. Officers with non-shielded units will place the prisoner as follows: (70.1.3) 
1. Ina one-officer unit, the officer will seat belt the prisoner in the front passenger seat. 
2. In atwo-officer unit, the officer will seat belt the prisoner in the rear passenger seat, with the 
second officer seated next to the prisoner and behind the driving officer. 
3. No one-officer unit will handle the transport of more than one prisoner without prior 
supervisory approval. 
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D. Prohibited Restraints and Special Handling Precautions 


1. 


Officers will under no conditions use a form of restraint approximating the arrangement 
commonly referred to as “hog-tying” on any prisoner, in order to avoid the potential for 
positional asphyxia. Neither will an officer transport any prisoner in a prone position, face 
down and lying on the stomach. 


If the use of full restraint, e.g., a straight jacket, becomes necessary for transporting a 
mentally disturbed prisoner, the officer will request the assistance of medical personnel. 


Shielded vehicles vary in the amount of room in the prisoner compartment. If an officer is 
preparing to transport a large individual and the space behind the shield is limited, the officer 
should attempt to obtain assistance from another officer with a more suitable vehicle in order 
to eliminate unnecessary risk of injury to the prisoner. 


When transporting a prisoner considered to be dangerous or posing some particular risk, the 
officer will notify the facility due to receive this prisoner prior to transport, so that the facility 
can plan prisoner handling to minimize any chances of escape, injury to personnel, injury to 
the prisoner, etc. The notification will include known information regarding suicidal 
tendencies or other unusual problems. (70.3.2) 


V. Injured/Sick or Disabled Prisoners (70.3.1) 


A. At any time before, during, or after an arrest a prisoner is injured or becomes sick, the officer 
will seek immediate medical attention. Such attention is required before transporting the prisoner 
to any detention facility if the injury or sickness occurs before the prisoner is turned over to 
another agency’s personnel and custody. 


1 


De 


The officer or medical personnel will take the prisoner to the appropriate hospital emergency 
room for examination and any necessary treatment. 

The officer will complete an incident report detailing the nature and circumstances of the 
injury or sickness, any treatment received, and the attending physician’s name. The officer 
will ensure that he or she takes photographs of a prisoner who has sustained, or alleges to 
have sustained, injuries related to an arrest, and take statements from witnesses present 
during the arrest. A Serious Incident Report is required for any prisoner injured during an 
arrest. 

Unless requested to do so by the attending physician, the officer will not allow removal of 
the prisoner’s handcuffs. The officer is responsible for the security of the prisoner during 
examination and treatment. 

If the prisoner is disabled and requires assistive devices (crutches, wheel chair, etc.), the 
officer should attempt to transport the prisoner in a safe manner that will not harm the 
prisoner. 


B. Ifa prisoner who has been taken for examination or treatment refuses treatment, the officer will 
request that the prisoner complete an Against Medical Advice (AMA) form which is available in 
the Emergency Room. 


1. 


If the prisoner signs the form, a doctor or nurse needs to witness the form. 
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2. If the prisoner refuses to sign the form, two hospital staff members need to sign the form 
indicating the prisoner’s refusal of treatment. 

3. Turn the AMA form over with the prisoner to the receiving facility. 

4. Officers will document all circumstances of refusal in the IBR. 


C. In the case of an injured or sick juvenile, consent for treatment is required. 
1. The officer shall contact a parent or legal guardian if treatment is needed. 
If a parent or legal guardian is not available, the officer will contact a Juvenile and Domestic 
Relations court official during court hours or an Intake Officer after hours. 
3. The normal arrest process will continue following treatment and release. 
VI. Hospitalized Prisoners (70.3.2) 


If a sick or injured prisoner is admitted to a medical facility, the officer will notify a supervisor 
immediately. The officer will utilize the following procedures to ensure control of the prisoner. 


A. The officer will conduct a more detailed search of the prisoner. 

B. The officer will use restraining devices on the prisoner, unless the attending physician advises 
that the prisoner’s medical condition prevents their use. 

C. The officer will keep the prisoner under observation at all times. If the attending physician 
requests that the officer leave the treatment room for extraordinary medical reasons, the officer 
should stand immediately outside of the treatment room and maintain visual contact if possible. 
If visual contact is not possible the officer must attempt to ensure that any escape routes are 
sealed. 

D. If appropriate, the officer will contact the Commonwealth Attorney and magistrate regarding 
release of the prisoner from police custody. 

E. If the prisoner must remain in police custody, the officer will request that medical facility 
personnel place the prisoner in a private room allowing for as much security as possible. Refer to 
OPR-23, Guarding Hospitalized Persons, for procedures regarding guard duty. 

VII. Prisoner Escape (70.1.7) 

A. Ifa prisoner escapes during transport, the officer will notify Dispatch immediately and provide 
the following information. (70.1.7 a) 
1. Location of escape; 

2. Escapee’s direction of travel and means of escape transportation (foot, car, etc.); 

3. Name, physical description, and clothing description of escapee; 

4. Any knowledge of possible weapons possessed by escapee; 

5. Pending charges against the escapee. (70.1.7 ©) 

B. The transporting officer will notify his/her immediate supervisor as soon as possible, and provide 


the facts of the escape. 
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VII. 


C. The transporting officer will complete an IBR containing details of the circumstances of escape, 
and include information on witnesses, etc. (70.1.7 b) 


D. Ifthe escape occurs in another jurisdiction notify that jurisdiction immediately, provide a full 
description of the escapee and pertinent information, and request assistance in locating and 
capturing the prisoner. (70.1.7 a) 


Prisoner Transport Between Facilities and Special Situations - The Portsmouth Sheriff s Department 
handles the transportation of prisoners between detention facilities, courts and/or special situations. 


(70.5.1, 70.3.3) 


Prisoner Property 


A. Officers are responsible for the secure transport and delivery of personal property found in a 
prisoner’s possession prior to transport, and in which there is no law enforcement evidentiary 
interest. To ensure the security of prisoner property and to protect themselves from any 
allegations regarding prisoner property, officers will utilize the following procedures in handling 
prisoner property. 


1. 


Transporting officers will search all prisoners thoroughly prior to transporting them, in 
accordance with I.B of this General Order. Whenever possible, officers should conduct this 
search with another officer present as a witness. 


. During the transport, the officer prisoner’s will contain the personal property together in one 


location of the transport vehicle, but separate from the prisoner. 


. When an officer transports a prisoner to Intake and Receiving the officer will turn over all 


prisoner property to the Sheriff's Department with the exception of any property the officer is 
placing in property and evidence. The receiving deputy is responsible for the inventory and 
security of that property; 


. If the officer is turning the prisoner over to another agency or jurisdiction, the officer will 


give the prisoner’s personal property to the individual(s) receiving the prisoner. 


X. Procedures upon Arrival at the Police Facility (70.1.6) 


A. Transporting officers will follow these procedures upon arrival at the Police Facility: 


1. 


When entering the facility with a prisoner officers will ensure that their firearm and other 
weapons are secured on their persons and that the prisoner is secured properly in a holding 
room. Officers will secure their firearms in a locked gun box when processing prisoners and 
upon entering the Portsmouth Sheriff s area when turning the prisoner over the Sheriff s 
Department for detention. (70.1.6 a) 


. Remove restraining devices when directed to do so by the receiving facility or secure the 


prisoner to the bar in the holding area. (70.1.6 b) 


. Deliver the proper documentation (commitment, property form etc.) to the Sheriff s 


Department and, if required, obtain the receiving officer’s signature acknowledging transfer of 
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the prisoner. (70.1.6 c) 


4. Notify the receiving facility of any potential medical or security hazards posed by the 
transferred prisoner. (70.1.6 d) 


5. Ensure that there is documentation confirming the transfer of custody (generally arrest warrant 
execution (70.1.6 e) 


APPROVED: POEA lt, Mook? 


Dennis A. Mook, Chief of Police 
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Arrest and Transportation of Shoplifters OPR| 19 
Effective: 02.15.02 | REPRINT OF 4-12 2 pages 
Supersedes: | 71-1123 (07.15.78) 


APPROVED: Leonard G. Cooke. Chief of Police 


PURPOSE: The purpose of this General Order is to establish uniform procedures and guidelines for handling 
shoplifters arrested by merchants or merchants’ agents. 


GUIDELINES: Officers are to handle shoplifters and all evidence in cases of larceny or unlawful concealment in 
accordance with Virginia State Code and the following guidelines. 


PROCEDURES: 


A. Transporting 


1. 


2. 


The officer sent to a merchant's complaint of shoplifting will transport the arrested 
person to police headquarters if the officer determines existence of sufficient 
probable cause. 


The officer must ensure that the merchant is immediately following the officer to headquarters, and 
if necessary, transport that person as well. 


B. Documentation 


1. 


Whenever an officer handles an arrested shoplifter, the officer will complete an Incident Report 
(IBR), specifying the offense in accordance with IBR classifications (“Shoplifting” is not a proper 
IBR classification). 


The officer will check in Records Management to determine if the arrested person has a criminal 
record with any previous larceny convictions which would cause the new charge to be a third 
offense felony charge. 


C. Warrant 


1. 


If the arrested person is being charged with a misdemeanor, the officer can secure the warrant if 
the incident was filmed on the business’ surveillance camera, and the videotape can be taken as 
evidence. Otherwise, the merchant or agent 

of the merchant will secure the warrant. 


The person may be released at the scene on a misdemeanor summons, if the officer has ensured 
that the identification the person has provided is verified and the address provided is valid, and has 
confirmed via a warrant and criminal history check that the person is releasable. 


If the charge is a felony, the officer will secure the warrant, listing the merchant or agent as witness 
on the warrant, and ensure that the case file is properly completed and submitted. For a third 
offense petit larceny, a felony case file will be required only upon agreement of the Commonwealth 
Attorney’s Office regarding felony prosecution. 


D. Evidence 
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1. In a misdemeanor case, the officer will photograph shoplifted evidence and release it to the 
merchant or agent. 


a. The merchant or agent should also be photographed with the evidence that is being released. 


b. In accordance with State Code, the evidence release photograph must be marked with specific 
written information, provided under oath by the arresting or investigating officer. In order to 
comply with this code, any shoplifting evidence release photograph must have attached to it 
the adhesive PPD Form 97. This form must be completed with all noted information and 
notarized, as indicated on the form. 


c. The officer should advise the merchant of the importance of marking and storing the evidence 
in a safe and secure place to prevent any tampering with it before court. The officer is to 
advise the merchant that the evidence must be brought to court at the time of trial. 


2. Ifthe evidence is perishable, the price tag or any other manufacturer or store tag on the item is 
sufficient for court, as long as it has been personally marked by the merchant who can 
subsequently identify that marking in court. The officer is to advise the merchant that the tag from 
the perishable evidence must be brought to court at the time of trial. In a felony case, the officer 
will handle any such tag(s) in accordance with evidentiary procedures outlined in General Order 5- 
6. 


3. Ifa videotape from a business surveillance camera is retrieved to be used as evidence by the 
officer, it is to be handled in accordance with the procedures outlined in General Order 5-6 
regarding documentation and submission to Property & Evidence Unit. 


4. In any felony case, the officer retains responsibility for evidence handling. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Adult Arrest Procedures OPR| 20 
Effective: 08.05.12 4 pages 
Supersedes: 05.01.06 CALEA: 1.2.5, 1.2.6, 1.2.7 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines and procedures for the arrest of adults with and without a warrant. 


GUIDELINES: Members of the Portsmouth Police Department will pursue the arrest of individuals 
alleged to have violated statutes of the Commonwealth of Virginia and ordinances of the City of 
Portsmouth. Officers will respect the rights of the accused and adhere to the limitations and restrictions 
imposed by State Code, City Ordinances, and departmental General Orders when affecting such arrests. 


For any arrest, officers will prepare the appropriate reports as required by the Department and the courts, 


and will fingerprint and photograph the arrested person per established procedures. (1.2.5 a, b, c) 
PROCEDURES: 
I. General Arrest Procedures with a Warrant (1.2.5) 


A. Officers who come into contact with persons having outstanding indictments, warrants, or 
summonses will take the following actions in order to have the legal process served: 


1. Felony indictments or warrants: take the person into custody forthwith. 


2. Class 1 or 2 Misdemeanor indictments, warrants, and summonses: take the person into 
custody forthwith and, when applicable, release on signature. 


3. Class 3 and 4 Misdemeanor Summonses: make arrangements to have the summons delivered 
to the scene while detaining the suspect for a reasonable time. 


B. Officers will adhere to guidelines and procedures set forth in ADM-02, Police Officer Authority 
and Responsibility. 


C. Officers will confirm the wanted status through Communications or the Records Unit prior to 
transportation. All warrants must be confirmed through NCIC/VCIN. 


D. When possible, officers will obtain the appropriate assistance necessary to effect an arrest so as 
to maximize officer safety and minimize the chance of injuries and escape. 


E. Arresting officers will execute, or cause to be executed, all known outstanding warrants, 
indictments, and summonses and will provide, or cause to be provided, a copy of such legal 
process to the prisoner. 


F. Officers will forthwith transport the prisoner to the magistrate for a bail hearing and/or a 
probable cause hearing. This does not preclude transporting the prisoner to a medical facility to 
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obtain treatment or to a police building for investigative purposes. 


G. Officers will conduct any appropriate investigation and complete all required reports in 
accordance with departmental guidelines and procedures. (1.2.5 a) 


II. Arrest Without a Warrant (1.2.5) 


A. Officers may arrest, without a warrant, any person: 


1. 


Who commits a crime in the officer’s presence; 


Whom the officer has reasonable grounds or probable cause to suspect of having committed a 
felony not in the officer’s presence; 


Whom the officer has probable cause to suspect of operating a motor vehicle, watercraft or 
motorboat while intoxicated; 


Involved in a motor vehicle, watercraft or motorboat accident, suspected of committing a 
crime then and there based upon reasonable grounds, personal investigation, and 
eyewitnesses’ information. This arrest may take place at the scene or at a medical facility 
where the suspect has been transported; 


Charged with a crime in another jurisdiction. A hit conformation through NCIC/VCIN is 
required; 


Alleged to have committed a misdemeanor, not in the officer’s presence, when a radio 
message is received that a warrant is on file and has been confirmed through NCIC/VCIN; 


B. Officers may also arrest, without a warrant, any person alleged to have committed the following 
crimes, based on probable cause upon reasonable complaint of the person who observed the 
alleged offense. 


1. 


5. 


Shoplifting or unlawful concealment (§18.2-96 or §18.2-103) 
Possession of a weapon on school property (§18.2-308.1) 
Brandishing a firearm in violation of §18.2-282 


Any assault and battery not domestic related (for domestic assaults, refer to guidelines and 
procedures in OPR-14, Domestic Violence) 


Destruction of property or memorial for war veterans (§18.2-137) 


C. The person arrested will be immediately released from custody if the magistrate does not issue a 
warrant or summons. Officers will neither detain the suspect nor issue a Virginia Uniform 
Summons under these circumstances. Officers will notify their supervisor if they feel that the 
magistrate is in error. Complaints will be addressed through the chain of command as soon as 
practical. When practical, the officer will offer to transport and release the person at the location 
where they were initially taken into custody, or other reasonable location. 
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III. Release of Arrested Persons on a Virginia Uniform Summons (1.2.6) 


A. 


Officers will issue a Virginia Uniform Summons to persons arrested for Class 1 and 2 
misdemeanors when the following conditions exist: 


. The release on a summons is not prohibited by Virginia Code 

The suspect’s identity can be established 

The suspect can provide a valid address of residency 

. The suspect discontinues the illegal act 

The suspect signs the summons 

The suspect will not cause harm to an officer, himself/herself, or others 

. The officer reasonably believes that the suspect will appear in court as required 


NOW RWNE 


Officers will issue a Virginia Uniform Summons to persons arrested for class 3 and 4 
misdemeanors or other offenses for which no jail sentence is prescribed when the following 
conditions exist: 


. The release on a summons is not prohibited by State Code 
The suspect’s identity can be established 

The suspect can provide a valid address of residency 

. The suspect discontinues the illegal act 

. The suspect signs the summons 


Officers will forthwith release the suspect from custody once he/she has given a written promise 
to appear in court. 


. If all conditions are not met to release the suspect on a summons for Class 1 or 2 misdemeanors, 


the suspect will be immediately taken before the Magistrate to determine if the suspect should be 
released on a summons or remanded to custody. 


If all conditions are not met to release the suspect on a summons for Class 3 or 4 Misdemeanors, 
the suspect will immediately be taken before the Magistrate. Officers will not go through Intake 
& Receiving to present a suspect to the Magistrate for this situation. 


Officers will abide by all General District Court procedures regarding court date selection and 
subpoena procedures. 


IV. Use of Discrestion (1.2.7) 


A. 


Reasonable and appropriate police action varies with each situation. Different facts or 
circumstances may justify an investigation, a detention, a search, an arrest, or no such action at 
all. 


Department members must continually exercise discretionary judgment in order to 
ensure the safety and security of the public is properly protected. 
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C. The purpose of establishing limits to officer’s discretionary powers is to eliminate 
discriminatory enforcement of the law and to protect the officer by establishing policy 
governing certain enforcement situation. 


D. Department members will exercise discretionary judgment in a reasonable manner 
and shall limit such judgment within the confines directed by: 


1. The oath of office, 

2. The confines of authority as described by law, 

3. The decisions and interpretations established by judicial bodies, and 

4. The written directives of the Police Department and the City of Portsmouth. 


Approved: 


Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 
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Body Worn Cameras OPR | 21 
Effective: 10/28/15 10 pages 
Supersedes: | New CALEA: 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To provide guidelines for the use of body-worn cameras (BWC’s) and the 
management, storage and retrieval of BWC recorded audio-visual media. 


POLICY: Officers will use BWC’s to assist them in the performance of their duties by recording 
video and audio accounts of specific events. Additionally, all officers assigned a BWC will adhere 
to the procedures outlined in this policy in order to maximize effectiveness of the BWC and to 
maintain integrity of evidence and related documentation. 


PROCEDURES: 


I. General. 


A. BWC’s facilitate the documentation of police-public contacts, arrests, and critical incidents. 

B. BWC’s enhance the Department’s ability to review probable cause for arrest, officer and 
suspect interaction, evidence for investigative and prosecutorial purposes, and to provide 
additional information for officers. 

C. BWC’s document crime and accident scenes or other events such as the confiscation and 
documentation of evidence or contraband. 

D. The Department will only issue BWC’s to those officers who have successfully completed 
Departmental training on their use. 

E. The Department will provide annual mandatory refresher training on BWC usage and 
protocols to all personnel assigned a BWC. 

F. Officers are responsible for the proper care of their assigned BWC’s and will immediately 
report to their supervisor any loss of, or damage to, any part of the equipment. 

G. BWC recordings are the exclusive property of the Portsmouth Police Department and are 
subject to the rules of evidence. Accessing, copying or releasing any media for other than 
official law enforcement purposes is strictly prohibited and will lead to disciplinary action. 


Il. Prohibitions: 
A. Officers shall not use privately owned BWC’s while on duty, conducting law enforcement 
activities or working law enforcement related part-time jobs. 


B. Department BWC’s are for official Departmental use only, and personnel shall not use them 
for non-work related or personal activities. 
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Officers shall not attempt to, nor covertly record other agency personnel during routine, non- 
enforcement related activities unless recording is required by a court order or is authorized as 
part of an administrative or criminal investigation. 

Officers shall not record while inside of a courtroom without the express consent of the 

presiding judge. 

Prohibited recording includes: 

1. Interactions with known confidential informants and undercover officers in order to 
protect their confidentiality and to provide for officer safety. Exceptions may be made if 
the recording is conducted specifically for the purposes of documenting an operation, drug 
purchase/sale, or other undercover operation in furtherance of a criminal or administrative 
investigation. 

2. Strip searches. 

3. Places where a reasonable expectation of privacy exists (e.g., bathrooms, doctor’s office or 
locker rooms), without the permission of all persons who may be recorded. 

4. Conversations with other agency personnel that involve case tactics or strategy. 

Officers shall not edit, alter, erase, duplicate, copy, share, distribute, or allow others to view 

BWC recordings without the prior written authorization of the Chief of Police or as otherwise 

approved in this policy. 

Officers shall not access BWC recordings without a specific law-enforcement related purpose 

or as otherwise authorized by policy. 

No one shall open or view any videos in evidence.com containing the words “Private, do not 

view” in the title without specific authorization from the Chief of Police or his or her 

designee. 

Officers may only upload recordings to evidence.com, and officers shall not upload recorded 

BWC data onto social media sites or any other site, whether private or public. 

Officers will not allow civilians to review recordings at the scene. The shift commander or 

the employee’s division commander may authorize exceptions on a case-by-case basis if 

there is a legitimate law enforcement purpose for allowing a citizen to view a recording. 

For security reasons, Officers who are issued a Motorola phone for labeling BWC videos 

shall not connect the phone to the internet or make any unauthorized changes to the phone’s 

settings. 


HI. When and how to use the BWC: 


A. All department employees that have been issued a BWC shall wear it while working in 


B. 


uniform, in both on-duty and part-time law enforcement duty capacities. 

Department employees who have been issued a BWC and who are working in civilian attire 
shall wear the BWC during all times they are working outside of the office. Supervisors may 
grant exceptions on a case-by-case basis if wearing of the camera will interfere with a 
specific law-enforcement function (e.g. undercover operations). 
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C. Officers working law enforcement related part-time jobs who do not have an assigned BWC 
will check one out from the Police Records Unit (PRU). 

D. Officers shall wear only their assigned BWC. If a replacement is issued due to malfunction, 
or a BWC is checked out from the PRU for any other reason, the Records Unit clerk must 
“reassign” the camera to the officer in evidence.com before it is checked out. 

E. Officers shall wear the BWC mounted in one of the department approved methods, utilizing 
only the mounting options provided by the manufacturer. Officers are responsible for 
ensuring the BWC remains in a position that allows the BWC to record an encounter from the 
officer’s “point of view.” 

F. Officers shall ensure at the beginning of their shifts that their BWC’s are in working order 
and, if they are not, will immediately notify their supervisor. 

G. Officers who check out a BWC from the PRU must ensure that all components of the BWC 
kit are accounted for both during check-out and return. Officers must immediately report any 
missing or broken items to a supervisor. Additionally, officers should return the Motorola 
phone that is included in the BWC kit with a fully charged battery. 

H. Unless it is unsafe, impossible, impractical, or otherwise prohibited by policy, officers 
(including officers working part-time law enforcement jobs) shall activate recording with the 
BWC: 


1. During all law enforcement-related police/citizen encounters (e.g., all calls for service, 
pedestrian and traffic stops, arrest warrant service, suspect searches, field interviews, on- 
view events, transportation of prisoners, etc.) 


2. During all law-enforcement related activities where there is an elevated safety risk or a 
likelihood that a recording will be of evidentiary value (e.g. emergency operation of a 
police vehicle, vehicle pursuits, building searches, search warrant execution, tactical 
operations, vehicle take-downs, collection and processing of evidence, etc.) 


3. During prolonged guarding of prisoners (to include ECO/TDO) while at medical facilities 
only while having direct interaction with the prisoner. Time spent “on post” outside a 
treatment/patient room does not need to be recorded unless #2 or #4 apply. 


4. During any encounter with the public that becomes adversarial. 


I. Officers and assist officers shall start recording as soon as practical at the onset of a given 
situation. 

J. Once activated, the BWC shall remain in recording mode until the conclusion of the 
incident/encounter, the officer has left the scene, or a supervisor authorizes on camera that 
the recording may cease. Officers shall continue recording during the transportation of 
arrestees up until the point that they place the arrestee in a recorded holding room. 
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K. Officers have the discretion to avoid or discontinue recording conversations with crime 
victims, witnesses, and community members who wish to report or discuss criminal activity, 
but do not wish to do so on camera. 

L. Officers will articulate on camera or in writing their reasoning if they fail to record an 
activity, interrupt a recording, or fail to record an entire activity that this policy requires they 
record. If the officer notes their reasoning in writing the officer will note this on the 
associated IBR. If there is no IBR related to the incident the officer will note this on other 
associated paperwork (field interview “card,” FR-300, etc.). If there is no paperwork of any 
type associated with the incident the officer will write a letter to his or her supervisor prior to 
securing from duty. 

M. Officers who activate the BWC while on duty shall note the recording’s existence in the 
incident report via the MER pick list. The officer shall also note the existence of the BWC 
recording in any other written narrative associated with the event (e.g. use of force report, 
officer statements, probable cause summary, etc.). 

N. If an officer believes that a recorded contact may result in a citizen complaint, he or she shall 
bring the recording to his or her supervisor’s attention as soon as possible. The officer’s 
supervisor shall add the “Pending Review” category to the video in addition to the category 
the officer selected. 

O. Nothing in this policy prohibits officers from activating their BWC whenever they deem the 
camera’s use is appropriate and lawful. The Department encourages officers to use the BWC 
rather than not use it. 


IV. Labeling and Uploading BWC Videos: 


A. Labeling - At the conclusion of each recorded event, officers shall properly label the 
recording in accordance with BWC training. 


1. “ID” field — The officer should enter the report number associated with the incident. If 
there is no report for the incident, the field should be left blank. (See “Other 
Requirements” section below if there are multiple report numbers associated with a 
recording). 


2. “TITLE” field — a brief description of the contents of the recording (e.g. “residential 
burglary call”, “traffic stop”, etc.). 


3. “CATEGORY?” field — using the drop-down list, the officer should select the first 
applicable category for the recorded event. See Appendix A, Classifications of 
Recordings. If there is an incident that an officer cannot determine how to categorize, the 
officer should select “No Category” from the menu and notify the BWC administrator. 


B. Uploading — Officers must upload the labeled BWC recordings before securing from duty. 
However, in certain serious incidents (e.g., officer-involved shootings, in-custody deaths, or 
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other officer involved incidents resulting in serious injury or death) the officer’s supervisor 
shall immediately take custody of the camera, label the recording(s), and upload the data. In 
these cases, the supervisor should select the “Restricted” category when labeling these videos 
to prevent unauthorized viewing. 


C. Other Requirements: 


1. Multiple Report Numbers Associated with a Single Recording - In any event where an 
officer has recorded multiple reportable incidents on a single recording (e.g., officer 
mistakenly continued recording between calls for service; multiple reports taken on a 
single call for service; etc.), the officer must label the recording with all report numbers. 
The first report number will be in the ID field, and the secondary report number(s) will be 
included in the TITLE field. 


2. Arrests Based on Outstanding Warrant(s) — When an arrest is made solely based on an 
outstanding warrant, the report number that is entered in the ID field should be the report 
number associated with the original offense, provided that there is a report already on file 
and the original incident occurred in Portsmouth. If there is not an associated report 
number (e.g., out of city warrants, etc.), the ID field should be left blank. If there are 
multiple warrants, the officer should enter additional report numbers in accordance with 
section IV,C,1. 


3. Category Changes Required by Investigators — When an investigator is able to clear an 
assigned case (clear by arrest, exceptional, or unfounded), he or she must change the 
category of any associated “open” BWC videos from “open” to “closed.” The supervisor 
approving the case clearance in RMS shall ensure that proper category changes have been 
made to BWC videos in evidence.com. 


V. Video Viewing 


A. If an officer is involved in a critical incident where he or she makes an oral or written 
statement (officer involved shooting, use of force resulting in significant injury, in-custody 
death, etc.), the officer will make the initial statement prior to any review of video footage. 
After the initial statement, the Department will allow the officer to view the footage and to 
supplement the initial statement if desired. 

B. Except as noted above in paragraph V.A, officers may use BWC media to assist with 
investigations or report completion. 

C. Investigators may allow persons they are interviewing to view BWC videos for official 
investigative purposes, but only when approved by a supervisor. 
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Field training officers may use BWC media to provide immediate training to recruits and to 
assist with the completion of daily observation reports. 

An officer conducting an official investigation may view any BWC video specifically related 
that investigation. However, the officer must obtain specific approval from the Chief of 
Police or designee to view any videos categorized as “Restricted” and/or videos titled as 
“Personal, do not view.” 

The Staff Inspections Unit will periodically conduct random reviews of BWC videos to 
monitor compliance with the program and to assess overall officer performance. The Unit 
will document their findings and forward them to the appropriate Bureau Commander, the 
Assistant Chief, and the Chief of Police. 

The Chief of Police or his or her designee must authorize all access to BWC data (images, 
sounds, and metadata), via evidence.com access controls, and the Department will audit all 
access to ensure that only authorized users are accessing the data for legitimate and 
authorized purposes. 

Members of the Processional Standards Unit (PSU) may view videos associated with their 
assigned case(s). A member of PSU may also be tasked with viewing any videos brought to 
their attention via the early intervention system. 

For every video that an officer views in evidence.com, including the officer’s own 
recordings, the user must enter a brief explanation in the “Post A Note” section of 
evidence.com as to why he or she accessed the video (continuing investigation, preparing for 
trial, recruit training, etc.). 

An officer may create a screenshot image of a BWC video when it is necessary as part of an 
official investigation. Officers shall handle any such screenshot images with the same level of 
confidentiality and security as any other police-related photographs. 


VI. Supervisory Responsibilities: 


A. 


B. 


Supervisors shall ensure that officers follow all established procedures for BWC use and 
maintenance, and that all required documentation is completed. 

Supervisors shall ensure that all assigned personnel are regularly and consistently uploading 
BWC videos to evidence.com prior to securing from duty. 

Supervisors shall ensure that internal departmental correspondence (e.g., police vehicle 
accident packages, chain of command investigations, pursuit packages, etc.) includes whether 
or not the incident was recorded and if so, whether or not the supervisor reviewed the 
recording. 

Supervisors shall coordinate any required repairs with the department’s BWC administrator. 
Damaged or malfunctioning devices will be removed from service, and supervisors shall 
make every effort to ensure that the employee is equipped with a replacement. 

Supervisors shall conduct regular weekly inspections of BWC systems to ensure they are in 
working order. 
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F. Supervisors are responsible for ensuring that their officers properly label their BWC videos 
through QA checks. 
G. Supervisors shall review BWC videos for the following purposes: 


1. 


Oe LON ae oe? 


To investigate a complaint against an officer or a specific incident in which the officer 
was involved. 

To identify videos for training purposes or instructional use. 

To monitor and evaluate officer performance. 

When an officer has a pattern of allegations of excessive force or misconduct. 

When the early intervention system alerts on an officer. 

There is injury to a prisoner. 

An officer uses force. 

Where there is a vehicle pursuit. 


VII. Video Retention and Deletion 


A. BWC recordings relating to criminal incidents are considered part of the associated case file 
and are retained in accordance with the Virginia Retention Schedule guidelines set by the 
Library of Virginia Records under Public Safety section GS-17. 

B. The Department will retain BWC recordings of routine events not associated with a criminal 


or Professional Standards Unit investigation for at least 90 days. 
C. Deletion of Videos: Officers may request deletion or redaction of videos (e.g., in the event of 
a personal recording). The process to be used is as follows: 


1. 


The officer shall notify his/her supervisor of the circumstances, and the officer shall set the 
category as “Restricted.” 


. The officer shall make a written request for deletion of the video through his or her chain 


of command, which will be forwarded to the Chief of Police or his or her designee. 


. Once authorized by the Chief to delete a video, the BWC administrator will title the video 


“Private, do not view” and ensure that the category has already been set to “Restricted.” 


. If the recording contains something of a personal nature (e.g.,. restroom break, nudity, 


etc.), the BWC administrator will notify the recording officer in advance of who will be 
reviewing the video to determine if it contains any evidentiary value. Recordings of 
personal nature may only be reviewed for deletion and/or redaction by an employee of the 
same sex as the recording officer. 


. If the video has no evidentiary value, it will be queued for deletion by the BWC 


administrator. 


. If the video contains recordings of evidentiary value, the BWC administrator (or other 


designated employee) will make the appropriate redactions, create a separate evidence 
video, and label the original as “Private, do not view”. The original and the redacted copy 
will be kept in accordance with the Library of Virginia retention times. Although the 
redacted video will be provided to the Commonwealth Attorney for associated court 
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proceedings, the original video can be released under subpoena or if requested by a Judge. 
7. All written requests for deletion of videos, along with the respective decision by the Chief 
of Police, will remain on file with the BWC coordinator. 


VIII. Court and Evidentiary Video Files 


A. 


The primary case officer/detective is responsible for ensuring that the Commonwealth 
Attorney’s office receives all required case documentation, including all BWC videos, 
associated with the incident. Officers will share BWC recordings associated with specific 
cases electronically with the Commonwealth Attorney’s Office through evidence.com. 


. In all instances when an officer secures warrants or issues a criminal summons, and within 5 


business days: 
The primary officer/detective will create a “Case” in evidence.com. 


1. 

2. The “CASE ID” will be the report number associated with the arrest/summons. 

3. Officers will add all recordings associated with the incident to the Case. Officers are 
responsible for ensuring that they have accounted for all personnel who were involved, 
and that every associated video has been added. 

4. The officer must then share the case to allow access by the Commonwealth Attorney’s 
Office. 


In instances when the Commonwealth Attorney’s office requires video evidence (e.g., 
discovery requests) and the officer was not otherwise required to create a case in 
evidence.com (e.g., traffic summonses) the request will be sent to the primary officer. The 
receiving officer shall “share” the associated video(s) directly with the Commonwealth’s 
attorney through evidence.com in accordance with BWC training. 

If there is a restricted category recording that must be shared with the Commonwealth 
Attorney’s office, the officer shall contact the BWC coordinator for assistance. 

When an employee requires a DVD of BWC video to be recorded (e.g., traffic court case that 
does not have a prosecuting attorney; discovery requests received directly from a defense 
attorney for a traffic court case; etc.), the employee shall contact the BWC administrator for 
assistance. 

The majority of incidents will have BWC video available. However, for any case in which 
there is no BWC video and no in-car camera video available, the primary officer or detective 
shall write “No Video” in the most upper left corner on the probable cause summary, or if the 
officer issued a summons (either criminal or traffic) in the upper left hand corner of the 
summons. This will ensure that the Commonwealth Attorney’s office is aware that there is no 
video evidence. 

Officers should handle any requests from the Commonwealth Attorney’s office to provide 
access to video through evidence.com expeditiously, and communicate any delays with the 
attorney and the employee’s supervisor. 
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IX. FOIA Requests 


A. 


The Department will honor all lawful requests for video copies in accordance with its 

protocol for the release of information and in compliance with the Freedom of Information 

Act (FOIA). Members must accept requests from outside of the Department and forward 

them to one of the Department’s designated FOIA coordinators: 

1. Public Information Officer - Media requests for BWC video shall be forwarded to the 
Police Department’s PIO. 

2. Booking Unit Sergeant - Any other requests for BWC video shall be forwarded to the 
Booking Unit Sergeant. 


The BWC administrator will provide the Department FOIA coordinators with the actual cost 
of responding to the FOIA request. The appropriate coordinator will then provide the 
estimate to the requesting party in accordance with our FOIA response policies. 

All BWC videos held as evidence will only be released with the written consent of the 
Commonwealth Attorney’s office and Chief of Police. 

Recordings that contain confidential audio or video (e.g., confidential informants, undercover 
officers, tactical plans, discussions victim/witness, addresses and license plate numbers of 
uninvolved persons, personal identifiers, e.g., DOB, SSN, addresses etc.) will be redacted or 
obscured. 

The Department will not release footage from inside private residences or of areas where 
individuals have a reasonable expectation of privacy, except that such footage may be 
released to the individual who has that expectation (e.g., video from inside a home will 
generally not be released, however the video may be released to the homeowner who was 
recorded inside his or her home). 


approven: „renie CL, Nock 


Dennis A. Mook, Chief of Police 
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Appendix A. — Classifications of Recordings 


. No Category 


Use this category when an officer cannot determine the 
proper category. The officer MUST notify the BWC 
administrator with the circumstance when this category is 
used. 


. Homicide - OPEN 


All unsolved homicides, traffic fatalities where there is a 
possibility of charging someone with the death, and any 
death investigation where there are suspicious 
circumstances. 


3. Homicide - CLOSED Homicide cases when an arrest has been made. 
All unsolved cases where force or threats of force was used to 
4. Violent Sex Offense - OPEN commit any sex act, or any sex act with a child under the age 
of 13. 
5. Violent Sex Offense - CLOSED Violent sex offense cases where an arrest has been made. 
All unsolved cases where a person/s suffered severe or 
6. Crime W/ Serious Bodily Harm- OPEN permanent injury as the result of an unlawful act. (i.e. 
aggravated malicious wounding, DUI accident, etc.) 
7. Crime W/ Serious Bodily Harm- CLOSED All solved cases of an unlawful act that caused severe or 
permanent injury when an arrest has been made. 
8. All Other Felonies - OPEN Unsolved felonies not listed elsewhere in this policy. 
9. All Other Felonies - CLOSED All other felony cases not listed elsewhere in this policy 
where an arrest has been made. 
10. Misdemeanors — OPEN Any unsolved misdemeanor case. 
11. Misdemeanors — CLOSED Misdemeanor cases when an arrest has been made. 
Use when trespass warnings are issued. Also used in addition 
12. Trespass Warning to an arrest category if a warning was issued during any 
arrest. 
13. Death/Suicides Any death that is not a homicide and there are no suspicious 
circumstances. 
Any vehicle crash where there are no serious injuries 
14. Vehicle Crashes associated with a crime (i.e. DUI accident) or any fatalities 
(use Homicide or Death category). 
15. Pending Review Used for citizen complaints, potential citizen complaints, and 
injured officers. 
16. Traffic Enforcement (Traffic Stops, etc.) All traffic enforcement activities (not including custodial 
$ peas arrests or traffic stops related to other investigations). 
Any investigation or recorded incident of sensitive nature. 
17. Restricted (i.e. LEO involved shooting, LEO use of force with serious 
injury, accidental recording of restroom break, etc.) 
18. Training Video Videos, photos or audio recordings used for training 
purposes. 
19. Non-Evidentiary Videos, photos or audio recordings that have no investigative 
value. (i.e. Field contacts, etc.) 
Use of force that does not result in a death or serious injury. 
20. Use of Force (For death or serious injury - use "Restricted" category) 
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Portsmouth, Virginia Police Department 


Department Organization 
Handling of Fugitives OPR| 22 
Effective: 12.21.15 2 pages 
Supersedes: | 12.01.82 | CALEA 1.2.5 
APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish the procedures for handling fugitives from another state. 


POLICY: This department adheres to the procedures set forth in Virginia State Code §§ 19.2-77 and 
19.2-99. (1.2.5) 


DEFINITIONS: 


Fugitive from another state: 


Any person within this State charged on the oath of any credible person before any judge, magistrate or 
other officer authorized to issue criminal warrants in this State with the commission of any crime in any 
other State and, except in cases arising under 19.2-91 (a) with having fled from justice, (b) with having 
been convicted of a crime in that state and of having escaped from confinement, or (c) of having broken 
the terms of his bail, probation, or parole, or (2) complaint shall have been made before any such judge, 
magistrate or other officers in this State setting forth on the affidavit of any credible person in another 
state that a crime has been committed in such other state and that the accused has been charge in such 
state with the commission of the crime, and except in cases arising under 19.2-91, (a) has fled from 
justice, (b) having been convicted of a crime in that state has escaped from confinement, or (c) broken 
the terms of his bail, probation or parole, and that the accused is believed to be in this State, such judge, 
magistrate or other officer shall issue a warrant directed to any sheriff or any peace officer commanding 
him to apprehend the person named therein, wherever he may be found in this State, and to bring him 
before any judge who may be available in or convenient of access to the place where the arrest may be 
made, to answer the charge of complaint and affidavit. 


PROCEDURES: 


I. Ifan officer stops a person, runs him or her on NCIC and determines the person is a fugitive wanted 
in another state, the officer will: 


A. Request that Dispatch obtain “hit” confirmation from the agency where the fugitive is wanted 
and also obtain the extradition status. This will be faxed from EEC to the Police Records Unit 
(PRU). Dispatch will advise that jurisdiction to fax a copy of the warrant(s) to PRU. 


B. Transport the fugitive to Police Headquarters only if you have local charges or have confirmed 
that the jurisdiction issuing the warrant will extradite. 


C. If an officer makes an arrest without a warrant, he or she will request that PRU run a criminal 


history before submitting his or her probable cause to the magistrate. PRU will complete a QH or 
QWA transaction. If the suspect is a fugitive from another state, and this is discovered after the 
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officer transports him or her to HQ, PRU will send a “hit” to that jurisdiction. 


D. The faxed warrant from the originating jurisdiction acts as a “detainer” on the wanted person. 
PRU will place a “locate” against that record. 


E. Obtain a tele-type copy of wanted message from PRU. PRU will also maintain a copy of the 
“hit” response for a period of not less than five years. 


F. Secure a warrant pursuant to the Code of Virginia § 19.2-99. Affix a copy of the faxed warrant to 
this warrant, and serve the Virginia warrant(s). (1.2.5 a) 


G. Process the fugitive for arrest (fingerprinted and photographed) as any other person arrested. 
(1.2.5 b, c) 


H. The arresting officer will attach any available record to the warrant; the arresting officer does not 
have to appear in court unless extenuating circumstances occurred during the apprehension. 


I. The court notifies the Portsmouth Sheriff’s Office, and they contact the originating jurisdiction 
and assume responsibility for all future contact with the originating agency. 


APPROVED: | an lt; Moek? 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
Department Organization 


Guarding Hospitalized Persons OPR| 23 
Effective: 12.14.15 2 pages 
Supersedes: | 07.01.07 | CALEA: NA 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish guidelines and procedures for guarding hospitalized persons. 


GUIDELINES: When any suspect, prisoner, or threatened witness in a case is hospitalized, the decision 
to provide security rests with the case investigator’s Division Commander, or designee, who will 
coordinate the assignment of the personnel necessary to provide for maximum security. 


PROCEDURES: When a police prisoner, suspect, or threatened witness is hospitalized, the appropriate 
supervisor must make a determination as to whether security should be provided, by whom, and with 
what specific conditions or restrictions. 


I. Circumstances for Providing Security 


A. Generally, the Department should provide security for hospitalized persons in the following 
situations: 


1. The person hospitalized is a suspect in a violent crime and investigators are actively pursuing 
probable cause to secure a warrant; 


2. Police served and fully executed a warrant on the person, but the person unexpectedly required 
hospitalization before police could complete the person’s transport to, and receipt by, the Sheriff’s 
Department (once a prisoner is turned over to the Sheriff’s Department, if hospitalization and 
security become necessary, that agency shall provide guard and transportation for the prisoner); 


3. The person hospitalized is in custody on a non-watrant arrest; 


4. The person hospitalized is a witness whose life is believed to be endangered further without 
police protection; 


5. If a medical issue arises involving a suspect taken into custody solely based on an outstanding 
warrant at the court facility, the Sheriff’s Department may seek assistance from us in guarding 
the prisoner. Our policy is to provide assistance when requested unless unusual circumstances 
prevent us from doing so. If such circumstances exist communicate them to the Sheriff’s 
Department. Any employee who receives a request for assistance from the Sheriff’s Department 
shall communicate that request to the Administrative Bureau Commander through the chain of 
command. 


II. Security Planning and Scheduling 


A. Once a supervisor makes the determination to provide security, the Division Commander or 
designee will: 
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Notify the appropriate Bureau Commander. 

Request the most secure possible private hospital room for the person; 

Ascertain approximate duration of the person’s hospitalization; 

Determine the type of security needed; 

Determine the number of personnel required to provide for adequate security and frequent 
guard rotation; 

Provide Uniform Patrol and all other affected supervisors with all information necessary for 
maintained and maximum security provision. 


Oh Ps Ga Ne 
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B. Security Assignment Procedures: 


1. An officer assigned to the security of a hospitalized person shall adhere to the following 
guidelines and precautionary measures: 


a. Report to work in Class B uniform unless other wise directed by a supervisor; 
b. Remain with the person at all times; 

C. 

d. Keep suspect or prisoner restrained, unless prevented by medical condition; 


Keep any items that could be used as a weapon out of the person’s reach; 

Avoid fraternization with suspect or prisoner; 

Record any unusual occurrences; 

Record any spontaneous statements related to the incident and forward it to the lead 
investigator; 


m oa mho 


1) Lead investigating officer 
2) Department line officer; 
3) Commonwealth’s Attorney, or assistant attorney; 
4) Chief Medical Examiner or designee; 
5) Clergy; 
6) Parole or Probation Officer; 
7) Hospital personnel actively providing medical care to the person; 
8) Federal law enforcement officer; 
9) The person’s representing attorney; 
10) If a juvenile, the person’s parents or legal guardians; 
11) Social worker, if the person is a juvenile and a ward of Social Services, or if the 
person either alleges child abuse or is suspected to be a victim of child abuse. 


III. Release of Hospitalized Prisoner 


A. When a prisoner, who will remain in extended custody or detention, is released from treatment or 
hospitalization, the officer should carefully note that person’s condition. 
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B. The attending physician should provide all instructions for future treatment and medication in 
writing. 


C. Before transportation, the officer shall search and restrain the prisoner and handle his/her 


personal property in accordance with the guidelines outlined in OPR-18, Handling and 
Transporting Prisoners. 


APPROVED: pf ae le: Mock 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Bombs, Bomb Threats, and Explosive Devices OPR | 24 
Effective: 06.25.12 4 pages 
Supersedes: | 02.15.02 | CALEA: 46.1.2 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines and responsibilities for responding to bomb threats, bombings, and 
situations where suspected explosive devices have been located. (46.1.2) 


GUIDELINES: Pursuant to the Code of Virginia § 27-34.2:1 and Portsmouth City Code § 13-58, the 
investigation of bombings, attempts and threats to commit bombings, situations where a suspected 
explosive device has been located, and possession and/or manufacture of explosive devices, substances, 
and fire bombs is the Fire Marshal’s responsibility. The Fire Department will assume primary 
responsibility for these incidents, and the Police Department will act in a supporting role. Other state 
and federal agencies may be called upon when a suspected explosive device is located, and any event 
determined to be a terrorist incident will be turned over to the appropriate federal agency for 
investigation and the Joint Terrorism Task Force will be notified. 


PROCEDURES: 
I. Receipt of Bomb Threats 


A. The following guidelines outline the procedures for handing bomb threat calls. Regardless of 
where the call is handled, it is critical that a Bomb Threat Report be completed immediately and 
made available to the Fire Marshal responding to the threat scene. 


1. A department employee, who is not in the Communications Center and receives a threat 
telephone call from the suspect, will: 


a. Obtain information to complete a Bomb Threat Report (PPD Form - CG 105); 
b Ca 

c. Attempt to identify the caller; 
d. Contact Communications with the information. 


2. A department employee, who is not in the Communications Center and takes a bomb threat 
call from a victim or a third party will transfer the call to Communications immediately; 
however, if the transfer is not possible, the employee will: 


a. Obtain information to complete a Bomb Threat Report; 

b. Obtain identity information of the victim/third party caller; 
Č. i 

d. Contact Communications with the information. 
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Il. 


IIL. 


IV. 


3. A Communications dispatcher receiving a bomb threat call, or information from another 
department employee regarding a bomb threat call, will: 


a. 


b. Complete a Bomb Threat Report if one has not been completed already. 


Notifications Regarding Received Bomb Threat 


A. 


Communications personnel will immediately notify the following: 


Police patrol units; 

Police shift commander; 
Fire district battalion chief; 
On-call fire marshal. 


PWNPE 


The responding Shift Commander is responsible for the following: 


1. Determining the need to notify the police chain of command; 
2. Notifying the owner, manager, or other responsible person for the affected business or 
building, if that person is not aware yet of the bomb threat situation. 


The responding Fire Marshal is responsible for determining the need to notify any state or 
federal agencies for investigative assistance. 


Bomb Threat Response 


A. 


The following personnel will respond to bomb threats : 


Uniform Patrol officers; 
Police Shift Commander; 
Fire Battalion Chief; 
On-call Fire Marshal. 


PwWONE 


Prior to arrival on scene, responding personnel will turn off any radio transmitting devices, to 
include both fixed and portable police radio units, cellular phones, etc. 


Bomb Threat Scene Responsibilities 


A. 


The Police Shift Commander and the Fire Battalion Chief will operate in a Unified Incident 
Command responsible for the following: 


1. Coordinating with the responsible person(s) for the business or building regarding its search 
and evacuation, a decision normally made by the responsible person(s) who also should 
accompany searching personnel to assist in the identification of suspicious items/conditions; 


2. Ifthe decision given is to not search or evacuate, ensuring that the responsible person 
understands his/her accountability for that decision; 
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3. Ensuring proper notification of other persons or businesses that may be affected; 


4. Ensuring completion of the IBR by the investigating Fire Marshal and the Police Serious 
Incident Report by a police officer or supervisor. 


. The Police Shift Commander is responsible for the following: 


EE 


2. Assisting, if necessary, with evacuation to an area well beyond the perimeter; 


S 


4. Advising Communications of the incident command post location; 


5. Cooperating in unified command of the incident with the Battalion Chief upon his or her 
arrival on scene. 


. The responding Fire Marshal is responsible for: 

1. Conducting the preliminary and follow-up investigation; 

2. Completing the Incident Based Report; 

3. Obtaining the Bomb Threat Report (PPD Form - CG 105) from the Police Records Unit. 
. Police personnel perform in a supportive role as directed, and will: 


1. Refrain from minimizing the severity of the threat; 


2. Ifa detonation time has been given, stay clear of the affected area for a reasonable amount of 
time prior to, and following, the stated detonation time; 


3. When control of the business or building is returned to the responsible person at the 
conclusion of the investigation, refrain from offering any guarantee of the safety of the 
incident location. 


V. Found Explosive Device/Military Ordinance 


A. If a suspected bomb or incendiary device is located, the following procedures will be followed: 
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1. Ifthe call was received by Communications, the dispatcher will advise the caller not to 
attempt to disarm, move, or otherwise disturb the suspected device or surrounding area; 


2. Bomb threat notifications will be made in accordance with section II; 
3. Ifa military device is found, the Fire Department will make the appropriate notifications; 


4. Section IV, Bomb Threat Scene Responsibilities, will apply. 
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VI. Detonated Bombs/Explosions 


A. The Shift Commander will coordinate with the Fire Battalion Chief and other agencies involved 
in the blast investigation, and provide assistance as needed; 


B. The Shift Commander will ensure that appropriate Police Department resources are available or 
acquired if needed. 


VII. Evidence Handling 


A. If the Fire Marshal on scene requests assistance with evidence recovery and handling, the Police 
Department will provide the necessary assistance. 


B. If the telephone from which a threat call was made by the suspect can be identified and located 
readily, an officer or Field Evidence Technician officer will be dispatched to process the 
telephone, in an effort to recover the suspect’s latent fingerprints. 


APPROVED: 
Edward G. is, Chief of Police 


OPR-24 Bombs, Bomb Threats, and Explosive Devices (06.25.12) Page 4 of 4 


Portsmouth, Virginia Police Department 
Department Organization 


Police Escorts OPR| 2 
Effective: 06.01.12 3 pages 
Supersedes: | 05.17.13 | CALEA: 61.3.3 


APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures for the providing and managing police escort services. 


GUIDELINES: The Department will provide police escort services during occasions or events 
requiring such services, in a manner consistent with public safety. Special Operations Division 
personnel, when notified in advance, provide most escort services. There are occasions where the 
responsibility for an escort may shift to other marked police units. 


DEFININTIONS: 


Escort - The use of police department vehicles, marked or unmarked, and including motorcycles, horses, 
and bicycles, to accompany another vehicle, bicycle, pedestrian, or equestrian along a route of travel. 
An escort is separate and apart from parades and/or demonstrations. 


Parade - An officially sanctioned public event, issued permits through the appropriate city agencies, 
where the police department may be participants or may be assisting with traffic flow and control. 


PROCEDURES: (61.3.3 a) 
I. Emergency Vehicle Escorts 


A. Police vehicles shall not escort other public safety vehicles in an emergency response (lights and 
sirens), except in the most extreme and unusual circumstances. A supervisor shall approve any 
such exception shall be approved in advance by a department supervisor. 


B. Escorting a public safety vehicle with malfunctioning warning equipment while engaged in an 
emergency mission is a valid exception to the above, but must be undertaken with extraordinary 
caution and due regard for safety. 


II. Private Vehicle Escorts 


A. Police vehicles may lead another vehicle to a particular destination under normal, routine driving 
conditions without the aid of emergency lights and siren, while obeying all applicable traffic 
laws. Under no circumstances will officers utilize emergency vehicle privileges with this type of 
escort. 


B. Sick or injured persons who require emergency transportation to a hospital shall be transported 


by ambulance (emergency medical services), or very rarely, in a police vehicle. Police personnel 
and vehicles shall not provide emergency (lights and siren) escorts of private vehicles. (61.3.3 b) 
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III. Other Escorts (61.3.3 a) 
A. Oversize Loads/Hazardous Cargo 


1. The Portsmouth Police Department requires that all oversize loads and hazardous materials 
carriers adhere to laws and regulations of the Federal Highway Administration, Virginia 
State Transportation Board, the Code of Virginia, and City of Portsmouth codes that govern 
the movement of these types of loads. 


2. The requester and the City Traffic Engineer will coordinate oversize loads, hazardous cargo, 
and other special load escorts. It is the City Traffic Engineer’s responsibility to issue a 
permit with route instructions and to coordinate with the Chief of Police or designee prior to 
the date of the needed escort. Routes established by the traffic engineer must be strictly 
adhered to due to height, width, weight, and load limits on certain city streets. 


3. Police personnel conducting escorts under this section are authorized to use warning 
equipment to assume control of traffic patterns, intersections, and to ensure the safe delivery 
of the cargo, as needed. 


4. Private escorts may be used for oversize loads and/or hazardous cargo. If an officer finds an 
oversize or hazardous cargo load moving within city limits with an improper escort or no 
escort, and it poses a danger to the public, the officer will stop the load at a safe location and 
check for violations. The officer should then contact the City Traffic Engineer to determine 
load limits and authorized routes. 


5. Certain types of cargo may be escorted by unmarked, private or military vehicles. Examples 
include special carriers for nuclear waste and sensitive military cargo. Some discretion may 
be necessary since there may be occasions when the carrier has been directed not to stop. 
One of the escort vehicles should identify itself and the carrier should be allowed to continue. 


6. The Portsmouth Police Department will not provide escorts to hazardous materials carriers, 
unless an emergency situation is involved. The nature of hazardous materials escorts requires 
specially trained escort drivers with knowledge of the material being transported and the 
required response to an incident involving the hazardous materials. 


B. Special Escorts 


1. Escorts of public officials and dignitaries will be coordinated through the Special Operations 
Division Commander or designee. If approved, the Special Operations Division Sergeant is 
responsible for preplanning the escort. The Sergeant shall use Special Operations Division 
personnel for the escort and may also use uniform patrol personnel when appropriate. 


2. The Special Operations Division Sergeant will contact the appropriate person from the 
requesting entity to determine the following: 
a. The type of escort required according to the nature of the escort, with consideration given 
to other factors such as threat potential. 
b. The route to be taken, traffic lanes to be used, and appropriate speed. The day of week, 
time of day, number of traffic signals, number of vehicles escorted, and traffic density. 
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c. All due consideration should be given to the safety of the public and traffic laws when 
conducting escorts. 


3. Police personnel conducting escorts under this section are authorized to use warning 
equipment to assume control of traffic patterns, intersections, and to ensure the safe delivery 
of the cargo, as needed. 


C. Funeral Escorts 


1. Funeral escorts may be conducted upon supervisor approval. If approved, an officer will be 
assigned the responsibility of preplanning the escort. Typically, Special Operations Division 
personnel will provide funeral escort services when available; however, uniform patrol 
personnel may also be used. 


2. Funeral homes requesting a police escort should make the request prior to the date of the 
needed escort. The officer assigned to the escort will contact the person in charge at the 
funeral home to determine the following: 

a. The expected time of the escort. 
b. The beginning and end locations of the escort. 
c. The route of the escort and the number of vehicles involved. 


3. The officer should also assess the time of day, roadway construction, traffic conditions and 
weather conditions. After doing so, the assigned officer can request additional officers as 
necessary. Officers are authorized to refuse funeral escort services during inclement weather 
conditions. 


4. Escorts that travel into other cities will be turned over to neighboring departments at the city 
line, unless otherwise authorized. 


5. Police personnel conducting escorts under this section are authorized to use warning 
equipment to assume control of traffic patterns, intersections, and to ensure the procession’s 
safety, as needed. 


6. Once a funeral procession has entered a controlled intersection, escorting officers should take 
reasonable steps to allow the entire procession to navigate through the intersection. This 
usually requires a marked unit, with emergency lights activated, to remain in the intersection 
until the procession has cleared. 


7. Preplanned escorts such as public safety funerals or dignitary funerals shall be coordinated 
through the Special Operations Division. The Special Operations Division will be responsible 
for planning the escort and assigning needed personnel. During escorts of such processions, 
exceptions to the guidelines provided above, as deemed appropriate by the supervisor 
assigned, are authorized due to the benefit of advanced planning. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
Department Organization 
Assisting Motorists OPR | 26 
Effective: 06.01.12 3 pages 


Supersedes: | 05.17.96 | CALEA: 61.4.1 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures for assisting motorists with emergencies, disabled vehicles, 
directions, and other general information. (61.4.1) 


GUIDELINES: Portsmouth Police Officers will assist motorists in a courteous and professional 
manner. 


PROCEDURES: (61.4.1 a) 
I. General 


A. Department employees are expected to assist travelers with area information or directions. When 
an employee cannot provide the information requested he or she should contact Police 
Communications. 


B. Employees shall not make a referral to a particular business, unless that business is the one sought 
by the motorist or is the only one that can appropriately service the request. 


C. Police Officers shall not obtain fuel, change tires, make any type of repair or use battery cables on 
a disabled vehicle. (61.4.1 b) 


II. Emergency Assistance for Motorists (61.4.1 d) 


A. It is the Portsmouth Police Department’s policy to obtain timely and appropriate assistance to 
persons and property in need. Officers will attempt to prevent further incidents by channeling 
others from the scene and restoring order to the highway. 


B. Procedures for vehicular fires: 

1. Request Communications dispatch the Fire Department to the scene; 

2. Position a marked vehicle at a reasonable distance, in a safe location and clear an access 
route to the fire; 

3. Direct occupants and bystanders to the safest location; 

4. Evaluate the size and source of the fire, and determine if an attempt should be made to 
extinguished the fire with the City-issued extinguisher; and 

5. Secure the scene and divert traffic around fire personnel, fire equipment, flames and drifting 
smoke. 


C. Procedures for objects, e.g., gravel, debris, trees, abandoned vehicles, wires down, etc., on 


roadways obstructing lane(s): 
1. Position vehicle behind the obstruction with lights activated to notify oncoming traffic; 
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2. Request Communications contact the appropriate service to remove the obstruction; e.g., tow 
truck, Public Works, Power Company, and/or other services; 

3. Re-route traffic and/or place flares or traffic cones to safely detour traffic; and 

4. Notify Communications of all roadways being blocked or closed to other officers and 
emergency vehicles. 


D. Procedures for total power outage of all traffic signals: 
1. A supervisor will determine if officers will direct traffic, and which locations are most 
strategic, and 
2. If necessary, the supervisor or Portsmouth Communications will arrange a separate radio 
frequency for units involved. 


E. Procedures for large spills or sitting water, the officer will: 
1. Re-route traffic around spill area or deep water, if possible; 
2. Close down roadway with marked units, flares, traffic cones and/or barricades; 
3. Request Communications contact the appropriate agency or Public Works Department to 
remove the water if possible; and 
4. Request local Hazmat if required. 


Hazardous Roadway and Roadside Conditions (61.4.2) 


A. During adverse weather conditions or when made aware of hazardous roadway or roadside 
conditions, police personnel will respond to the location and/or the proper agency(s) notified. 


B. Officers will immediately report the nature and location of all unsafe conditions to the 
Communications Center. The officer will advise as to what type of warning devices, if any, are 
needed, or if it is necessary to maintain a police presence on the scene. The officer should not 
leave the scene until it has been properly marked, or the appropriate agency is on-scene. 


C. When unsafe conditions are reported to Communications it is the dispatcher’s responsibility to 
notify the proper agency. Unsafe conditions include, but are not limited to: 

1. Debris or defects in the roadway; i.e., potholes, stones, trees. If no immediate danger exists, 
the Public Works Department of the City of Portsmouth will be notified during normal 
working hours. When an immediate danger is present, police personnel will remain on the 
scene and a police supervisor will be notified. The supervisor will make a determination if 
the Public Works Department should have someone respond to the scene. Police personnel 
will remain on the scene until the appropriate personnel arrive to make the repairs. 

2. Signs that are down or obstructed and malfunctioning traffic lights will be reported to Traffic 
Engineering. 

3. Ifa hazardous situation exists, police personnel may be assigned to direct traffic until the 
signal has been repaired. 

4. When a live power line is down, the dispatcher will notify the power company and dispatch 
an officer to the location to stand by. Dispatch will notify the telephone company when 
telephone lines are down and the appropriate cable company if cable TV wires are down. 


IV. Disabled Vehicles 


A. Officers that encounter or are dispatched to a disabled vehicle will provide Communications 
with: (61.4.1 b) 
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1. Vehicle location; 
2. Vehicle description to include license number, make, model, and color; 
3. Number and description of occupants. 


B. At the request of the motorist, the officer will ask Communications to call: 


Any service garage requested by the motorist to provide assistance. 
The next wrecker from the Police Tow List. 

Any person capable of providing assistance. 

A taxi-cab, ambulance, fire, or other service equipment. 


we 


C. If the disabled vehicle poses a traffic hazard, the officer shall stand by until the situation is 
cleared. If the vehicle is not a hazard, the officer may use discretion as to whether or not to stay 
on the scene. This decision shall be based on the time of day or night, the location, and other 
circumstances affecting the citizen’s safety. (61.4.1 c) 


D. Police vehicles shall not be used to jump start other vehicles. 


E. Only police vehicles equipped with push bumpers shall be used to push a disabled vehicle. The 
push shall only be far enough to get the disabled vehicle off of the roadway. Extreme care 
should be exercised to ensure that no damage occurs to either vehicle. Officers shall not 
physically push disabled vehicles. 


F. General cross-city transportation of citizens in police vehicles is discouraged unless the officer 
feels it is necessary for safety reasons or a legitimate emergency exists. If the officer and the 
motorist are of the opposite sex, or the motorist is a juvenile, the officer shall provide 
Communications with the location, time, vehicle starting and ending mileage, and destination of 
the transport. (61.4.1 d) 


Locked Vehicles 

A. Portsmouth Police personnel should not unlock vehicles upon requests of citizen who have 
accidentally locked their vehicles with the keys inside. Departmental personnel should advise 
these citizens to contact either a locksmith or a wrecker service. 

B. If the citizen advises that there is a life-threatening situation, such as a child or animal locked 


inside the vehicle, the Fire Department /Rescue should be notified. The officer shall determine 
whether the use of force to gain entry is required. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Towing and Impounding of Vehicles OPR | 27 
Effective: 07.04.12 6 pages 
Supersedes: | 04.30.12 | CALEA: 61.4.3 (a-c) 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines and procedures for the towing and impounding of motor vehicles 
by members of the Portsmouth Police Department. 


GUIDELINES: The Portsmouth Police Department may tow or impound a vehicle for investigative 
purposes, to protect the vehicle and its contents, and for other public safety concerns. It is generally the 
Department’s policy not to tow vehicles unless it is absolutely necessary. Officers shall use discretion 
when deciding to tow or impound a vehicle in lieu of releasing it to the owner or driver. When legal, 
practical, and feasible, a vehicle should be released to its owner or authorized driver. 


DEFINITIONS: 
Tow: Any vehicle that is taken by a wrecker to a private wrecker service facility. 


Impound: Any vehicle that is taken by a wrecker to the City of Portsmouth Vehicle Impound lot. (This 
includes vehicles that are initially taken to police headquarters or other location for further 
investigation). 


Auto Club Tow: Any tow by an auto club (e.g., AAA) In this situation, the member of the club or our 
communications personnel call the club and have that organization make specific arrangements for the 
tow of the vehicle. No tow report (P.P.D. form 5) is required for auto club tows. 


Private Wrecker Tow: The citizen may elect to have the tow company of their choice respond to the 
scene and remove the vehicle. The tow company must be able to respond within the guidelines of the 
city wrecker list (30 minutes). In this situation no tow report is required. 


I. PROCEDURES: 
A. Officers may tow/impound vehicles under these circumstances: 


Needed for criminal investigative purposes. 

Abandoned on a roadway or public property. 

Creating a traffic hazard. 

Violation of traffic/parking laws and requires immediate removal. 
Three or more unpaid parking tickets. 

Disabled and the owner/driver requests assistance (tow only). 
Asset forfeiture. 

When required by law. 


SONATE WNE 
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B. When the vehicle is not required to be towed or impounded, and there is a licensed, non- 
impaired driver that is on-scene who is authorized by the registered owner to drive the vehicle, 
the vehicle shall be released in lieu of towing/impounding. 


C. Officers may drive a vehicle when it is being moved a short distance to properly park it, with the 
owner’s permission. 


D. Officers shall not attempt to push a vehicle by hand. If a vehicle requires pushing, a police 
vehicle with push bumpers shall be used. 


E. Officers shall complete a Tow/Impound Report (PPD form 5), have it approved by a supervisor, 
and turn it in prior to the end of their shift for every vehicle towed/impounded. If the 
owner/driver is not present or is incoherent, the officer shall complete the paperwork, have it 
approved, and immediately respond to the Police Records Unit (PRU) to have the information 
entered into the appropriate computer system. If the officer is delayed responding to PRU by 
unforeseen circumstances then they shall notify their supervisor of the delay and shall notify the 
records unit of the tow/impound of the vehicle by phone or through dispatch. 


F. Officers shall notify Communications of any unusual circumstances when requesting a wrecker. 
(e.g., dollies needed, oversized vehicle, overturned vehicle, special wrecker types needed, in 
ditch, flat tires, etc.) The dispatcher will notify the wrecker company called of any special or 
unusual circumstances. If that wrecker company cannot handle the situation, the next wrecker on 
the list shall be called. The company unable to fill the request will not be automatically placed 
back at the top of the list, but rather will go to the bottom of the list. 


G. Officers shall ensure that the wrecker driver cleans up any debris associated with the vehicle tow. 


H. Officers shall provide their name, signature, and ID code on the wrecker bill. A copy of the 
wrecker bill must be attached to the Tow/Impound Report. 


I. Officers shall inventory the contents of all towed/impounded vehicles. 


1. Officers will inventory the entire vehicle, including the trunk. 

2. Officers will place all items of significant value in the Property Management Unit (PMU) in 
accordance with OPR-04. 

3. Officers will list items left in the vehicle on the tow and impound report. 

4. If an officer cannot gain entry into a locked compartment of the vehicle (e.g., glove box, 
trunk etc.) the officer shall note this on the tow and impound report. 

5. Officers shall not attempt to forcibly gain entry into a locked vehicle or any part thereof 
unless exigent circumstances warrant such entry. 


J. If there is an offense report associated with a tow/impound, document on the report that a vehicle 
was towed/impounded. 


II. Towed Vehicles (61.4.3 b) 


A. A vehicle is normally towed under these circumstances: 
1. Crash scenes when the vehicle is not needed for evidence and the vehicle is immovable. 


OPR-27 Towing and Impounding of Vehicles (07.04.12) Page 2 of 6 


2 


3. 


Disabled immovable vehicles when the owner/driver is present or otherwise aware of the tow 
location. 
Stolen vehicles only when the owner has been contacted and is aware of its location. 


B. Officers must distribute the Tow/Impound Report form for towed vehicles, prior to securing 
from duty, as follows: 


1. 


2; 
3. 


Records Unit- White copy, Pink copy, and a copy of the tow bill (if accident attach pink copy 
to the report) 

Wrecker driver- Canary copy 

Owner/driver- Goldenrod copy 


III. Impounded Vehicles 


A. A vehicle is normally impounded under these circumstances: 


1. 


E 


Crash scenes, only when the vehicle is needed for evidence or examination as directed by the 

on-scene investigator or supervisor (fatalities, etc.). 

Disabled vehicles, only when the owner/driver is not present or cannot be contacted. 

Abandoned vehicles, only on a public roadway or public property. 

Stolen vehicles, when the owner cannot be contacted. 

Vehicles involved in crimes, when the vehicle needs processing or other investigative 

procedures. 

Vehicles with three or more verified outstanding parking violations. 

Vehicles that are illegally parked and require immediate removal. Officers shall issue a 

parking ticket. 

Vehicles administratively impounded for a violation of State Code § 46.2-301.1, Operate a 

Vehicle while license is suspended, revoked for DUI or adjudicated a habitual offender when 

it is based in part for an alcohol offense. 

a. In accordance with Virginia State Code § 46.2-301.1, officers shall impound a vehicle, at 
the time they arrest a person (release on a summons for any of the following constitutes 
an arrest under this code), under the following circumstances: 

i. § 18.2-51.4, maiming, etc., of another resulting from driving while intoxicated; 

ii. § 18.2-272, driving after forfeiture of license; 

iii. § 18.2-266, driving motor vehicle, engine, etc., while intoxicated; 

iv. § 46.2-341.24, driving a commercial motor vehicle while intoxicated; 

v. § 46.2-391.2, driving after adjudication as an habitual offender, where such 
adjudication was based in whole or in part on an alcohol-related offense, or where 
such person's license has been administratively suspended under the provisions of 
administrative suspension of license or privilege to operate a motor vehicle; 

vi. § 18.2-268.3 and § 46.2-341.26:3, driving after such person's driver's license, 
learner's permit or privilege to drive a motor vehicle has been suspended or revoked 
for unreasonable refusal of tests; 

vii. § 46.2-300, driving without an operator's license prohibited, having been previously 
convicted of such offense. This provision does not apply to a person who drives a 
motor vehicle with no operator's license (i) whose license has been expired for less 
than one year prior to the offense or (ii) who is under 18 years of age at the time of 
the offense. 

b. If you discover that the vehicle is leased or rented from a vehicle renting or leasing 
company, do not impound the vehicle or continue the impoundment. Instead, notify the 
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rental or leasing company that the vehicle is available for pickup and notify the clerk if 
you have previously notified the clerk of the impoundment. 


B. Officers must distribute the Tow/Impound Report form for impounded vehicles as follows: 
(61.4.3 c) 

Police Impound lot- White copy and a copy of the tow bill 

Wrecker driver- Canary copy 

Records Unit- Pink copy and a copy of the tow bill 

Owner /driver- Goldenrod copy (Police Impound lot with White copy if no owner/driver) 

Magistrates — officers will provide a copy of the Tow/Impound Report (front and back) to the 

Magistrate when they impound a vehicle under § 46.2-301.1. 

6. Taxi Wrecker Officer — officers shall provide this officer a copy of the Tow/Impound Report 
when they impound a vehicle under § 46.2-301.1. Under the release status, hold reason, the 
officer will indicate either 30 day or 3 day “administrative impound” and the release date. 


Gig eS 


C. Officers shall remove all easily removable articles of significant value from the vehicle and place 
them into the PMU for safekeeping. The officer shall obtain a CADS report number for the P&E 
voucher if the impound is not already associated with an offense report; however, an offense 
report is not required. 


D. If the vehicle is impounded and a parking ticket is issued, attach the vehicle owner’s copy of the 
ticket to the impound lot’s copy of the tow/impound report. Do not affix it to the windshield of 
the vehicle. 


E. Officers shall place the vehicle key in a key envelope and deposit it in the impound lot mailbox 
along with the associated paperwork. Do not put any other keys in the impound lot mailbox 
other than the vehicle key(s). All other keys shall be returned to the owner, left in the vehicle, or 
turned over to the PMU. 


F. Vehicles that are impounded to the police basement or other location for processing and other 
specialized investigation shall be transported by the next wrecker on the list. If the vehicle is 
subsequently moved to the impound lot for storage, the city contract wrecker shall be used. If 
the vehicle is not needed for further investigation, the officer shall give the owner the 
opportunity to remove the vehicle first. The releasing officer shall obtain permission from the 
PMU Sergeant to ensure the appropriate paperwork has been completed prior to releasing the 
vehicle to the owner. 


G. Officers should follow the wrecker to the City Compound for vehicle impounds to ensure that 
vehicles now under the City’s care and custody are not damaged in transit or upon being off 
loaded by the wrecker driver. Officers shall follow all vehicle impounds with evidentiary value, 
as we enter these vehicles into the PMU module, and thus they are evidence which should be 
handled with the same due diligence as any other evidence being submitted to PMU. 


IV. Vehicles placed on Hold 
A. No vehicle will be placed on hold unless the hold is absolutely necessary. Vehicles are not to be 


placed on hold for “proper tags” or “proper registration,” as the impound lot does not release 
vehicles without these items. A vehicle may not be held simply for “investigation.” An 
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explanation of why the vehicle needs to be held for investigation is required and should be 
documented on the tow/impound report. 


B. Ifa vehicle is placed on hold, the officer whose name appears on the tow/impound report as the 
towing/impounding officer is responsible for the hold. 


C. A supervisor’s signature is required on all tow/impound sheets. If a vehicle is placed on hold, 
the supervisor signing the tow/impound sheet must agree that there is a valid reason to hold the 
vehicle. 


D. All holds placed on a vehicle are voided after seven (7) days (except those mandated by 46.2- 
301.1). Anyone wishing to place a vehicle on hold for longer than seven (7) days must contact 
the Taxi/Wrecker officer and inform him or her of the extended hold, and must provide valid 
reasons for the hold. Officers must request holds for vehicles with evidentiary value through the 
PMU Sergeant. The hold will be released if the PMU Sergeant deems the reasons insufficient, 
but he or she will contact the officer placing the vehicle on hold before the vehicle is released, if 
possible. 


E. Release of Vehicles: The following personnel may contact the city impound lot regarding 
vehicles on hold. 

1. The Taxi/Wrecker Officer will normally be the sole department contact with the impound lot, 
and any matter dealing with vehicles on hold for non-evidentiary reasons, will be forwarded 
through the inspector. 

2. Any officer with a hold on a vehicle for evidentiary purposes will contact the PMU Sergeant 
when he or she wishes to release the vehicle’s hold. In either case, the Taxi/Wrecker 
Inspector must be informed of the status of the vehicles so that he or she can update the 
tow/impound records. 

3. In those cases where a vehicle is administratively impounded under Virginia State Code § 
46.2-301.1, the clerk of court notifies the owner of the vehicle’s location and release time 
(except for vehicles impounded under this code where the owner did not have a driver’s 
license). 


V. Abandoned Vehicles (61.4.3 a) 


A. Officers will report vehicles abandoned on private property to the Environmental Services 
Department Services for removal. (61.4.3 b) 


B. Business owners who request that abandoned vehicles be removed from their property shall be 
notified that it is their responsibility to call a wrecker and have the vehicle removed. Officers 
shall assist the business owner with obtaining vehicle ownership information and shall check the 
vehicle to determine if it is stolen. (61.4.3 b) 


C. Vehicles that are inoperable and left unattended on a roadway or public property and are not a 
traffic hazard for more than forty-eight (48) hours shall be marked or tagged for tow in twenty- 
four (24) hours. Officers shall attempt to notify the owner of such vehicle and give them an 
opportunity to have the vehicle removed prior to impounding. 


D. Officers shall impound a vehicle that is unattended on a roadway or public property with expired 
or no state tags, or expired or no state inspection, or expired or no city decal and that has not 
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been moved for four (4) days. Officers shall attempt to notify the owner of such vehicle and give 
him or her an opportunity to have the vehicle removed prior to impounding. 


VI. Seized Vehicles 


A. If an officer impounds a vehicle for asset forfeiture proceedings he or she must complete a 
tow/impound sheet for the vehicle regardless of how he or she moves the vehicle (e.g., the 
vehicle is driven rather than towed), and comply with paragraph III.B above. 


B. A Narcotics Detective who impounds a vehicle for asset forfeiture will either place the vehicle in 
the storage building or the impound lot located at the City compound depending upon the 
circumstances of the case. 

C. Ifa uniform patrol officer encounters a vehicle that he or she believes is a possible asset 


forfeiture candidate, he or she will notify the on-call Narcotics supervisor who will assess the 
situation and assist the officer. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 
Vehicle Accident Investigations OPR| 28 
Effective: 07.15.15 | CALEA: 61.1.5(i, k), 61.2.1 (a-f), 61.2.2 (a, | 5 pages 
b, d-g), 61.3.2 (a, b, f, g) 


Supersedes: | 02.01.97 
APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures and guidelines for conducting vehicle accident investigations 
including serious injury, fatality, and hit and run crashes. (61.2.1 a, b, c) 


POLICY: An officer assigned to investigate a vehicle accident will take all possible steps to ensure the 
safety of involved persons and to conduct as complete an investigation as possible. Officers must 
properly document accidents with reports, photographs, and witness statements, if applicable. If 
probable cause for an arrest or summons exists, the officer shall take appropriate enforcement action. 


DEFINITIONS: 


Public property: highways, roads, streets and public parking lots maintained by state, county or 
municipal funds. 


Serious Accident: accidents resulting in a fatality, the likelihood of a fatality, serious permanent physical 
injury, or extremely unusual and/or complicated circumstances. 


PROCEDURES: 


I. Investigative Responsibility: The primary unit dispatched to an accident is responsible for handling 
the investigation. However, the first arriving officer is in charge of the scene until relieved. An 
officer may turn over responsibility for the investigation to another unit under the following 
circumstances: (61.2.3 a) 


A. Another unit arrives at the scene and agrees to assume responsibility. 

B. The investigation has been turned over to an STU officer in accordance with Paragraph VI below. 

B. The officer notifies the dispatcher of the change, who will then make appropriate modifications to 
the call in the CAD system. 


II. Scene Safety: It is the primary unit’s responsibility to identify and address safety issues resulting 
from the accident and take steps to manage further hazards. Officers shall handle injuries, fire, 
hazardous material concerns and traffic hazards as follows: 


A. Injuries: The responding officer will notify dispatch to send medical assistance and shall render 
medical assistance if possible. Include details such as the number of persons injured and the 
nature of victim injuries if known. (61.2.3 b) 


B. Hazards: If there is a fire, potential for fire, entrapment, hazardous materials, or other hazardous 


conditions present (e.g., power lines down, gas line rupture) the primary officer shall notify the 
dispatcher to send the fire department. The officer should give as much detail as possible at the 
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time of the request to facilitate the correct personnel and equipment response. 
(61.2.1 e) 

C. Traffic Hazards: The primary officer on scene shall determine if the accident is causing a further 

hazard to traffic navigation or scene safety. When practical, the vehicles involved in the accident 

should be moved to the nearest safe location off the primary roadway. Officers investigating a 

traffic accident remaining in or very near the flow of traffic shall wear their glow vest while 

outside of the vehicle. When an accident continues to pose a traffic hazard, the following options 

are available to the officer: (61.2.2.e, 61.2.3 e) 


1. Call for additional units for assistance in traffic direction. 

2. Flares (only when there is no leaking fuel, gas, or other potentially reactive hazardous 
materials). 

3. Signs from traffic engineering (if the incident is going to take an extended amount of time to 
resolve or traffic lights have been rendered inoperative). 


D. Traffic Direction at Accident Scenes (officers shall wear their glow vests at all times when 
directing traffic at any scene or incident): (61.3.2 g) 


1. Summon sufficient manpower to handle traffic direction responsibilities. 
2. Use uniform hand signals and gestures for manual traffic direction and control in 
accordance with departmental training and Virginia State Code § 46.2-1309. (61.3.2 b) 
. Utilize sufficient resources to protect the scene (barricades, cones, flares, etc). (61.3.2 f) 
. Detour traffic as necessary. 
. Give priority to collecting necessary information to facilitate restoring normal traffic flow. 
. Restore the scene to a safe condition (replace damaged traffic control signals). 
. Continue traffic direction duties until traffic flow is normal. 
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E. Disturbances between parties: Officers shall take appropriate action to quell any disturbances or 
disagreements between involved parties including enforcement action if necessary. (61.2.2 f) 


III. Accidents on Public Property 


A. An IBR is required for any serious accident, hit and run accident, or accident requiring officer 
statements as determined by the investigating officer. This is necessary to facilitate case 
assignment, case management, and inclusion of officer statement supplemental reports within 
RMS. 


B. Officers shall complete a Police Crash Report (FR-300P) and Vehicle Accident Information 
Exchange (PPD form 12) when the accident occurs on public property and results in any of the 


following: 

1. Death to any person; (61.2.1 a) 
2. Personal injury or claim of injury; (61.2.1 a) 
3. Apparent total property damage of $1,500 or more; (61.2.1 b) 
4. Driving under the influence of alcohol and/or drugs (even if none of the above criteria apply). 


(61.2.1 d) 
C. Officers assigned to investigate accidents not meeting the reporting requirements shall complete a 
Vehicle Accident Information Exchange form. Officers shall ensure that all drivers or property 


owners receive the information. The officer is responsible for completing and verifying all 
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available information provided by the parties involved. (61.2.3 d) 


IV. Accidents on Private Property (61.2.1 f) 


A. An IBR is required for any serious accident, hit and run accident, or accident requiring officer 


statements as determined by the investigating officer. 


Officers shall complete an FR 300-P and Vehicle Accident Information Exchange form when the 
accident occurs on private property and results in any of the following: 


1. Death to any person. 
2. Personal injury (or claim of injury). 
3. Driving under the influence of alcohol and/or drugs 


Officers who are dispatched to or encounter accidents on private property not meeting any of 
reporting requirements listed above shall assist the driver(s) involved by completing a Vehicle 
Accident Exchange form. 


V. Hit and Run Accidents 


A. Officers shall complete an IBR for all hit and run accidents. 


B. 


Officers shall complete an FR-300P for any hit and run where the damage is estimated to be 
greater than $1,500 or results in injury or claim of injury. 


The assigned officer is responsible for investigating all possible leads during the initial 
investigation within the time constraints approved by a supervisor. If the preliminary investigation 
does not reveal enough information to identify a suspect and allow enforcement action, the 
investigation will be turned over to the Strategic Traffic Unit (STU) for follow-up. 


. The STU on-duty or on-call officer shall be called to assume investigative responsibility for hit & 


run accidents involving death or serious injury where it appears a death may occur. 


VI. Traffic Fatalities/Serious Accidents (61.2.2 a, b) 


A. In all accidents resulting in a fatality, the likelihood of a fatality, serious permanent physical 


injury, or with extremely unusual and/or complicated circumstances, a supervisor shall call an on- 
duty or on-call STU officer. 


1. The First Line Supervisor shall: 
a. Survey the accident scene and ensure a complete investigation is conducted. 
b. Notify the STU supervisor to have the on-duty or on-call traffic officer respond to assume 
the investigation. 
c. Notify the Public Information Officer and other chain of command personnel as 
appropriate. 


2. The investigating STU officer shall: 


a. Complete an IBR, FR-300P and Vehicle Accident Exchange Information forms. 
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b. Call a Field Evidence Technician or the Forensics Services Unit to photograph the scene 

and collect all necessary evidence. 

. Take complete measurements of the entire scene. 

. Complete a case file according to established guidelines. 

. Notify the State Medical Examiner if the accident results in a fatality. 

Ensure the next of kin is notified and document the person’s name and time of contact. 
Use a Police Chaplin when possible. 

g. Determine if the fatality was the result of an intentional act or the death is suspicious in 
nature. If the death appears to be suspicious, notify the Criminal Investigations Bureau (or 
on-call CIB supervisor after hours). 

h. Notify LifeNet Health in accordance with OPR-41, Death Investigations, if the accident 
results in a fatality. 


moana 


VII. City Vehicle Accidents (61.2.2 d) 
A. Non-Police Vehicles 
1. Investigating Officer’s Responsibilities 


a. Complete an FR-300P and Vehicle Accident Information Exchange form regardless of the 
amount of damage. 

b. Complete a City Vehicle Accident Report. 

c. Photograph the scene and vehicles in all cases involving injury or substantial damage. 
Photographs may be taken in other instances at the direction of a police supervisor, or if 
requested by the supervisor of the city department involved. 

d. Ensure the employee’s supervisor of is contacted and responds to the scene (contact 
through police dispatcher). 

e. Take enforcement action as appropriate. 


2. Police Supervisor: Police supervisors do not need respond to accidents involving city 
vehicles from another department unless the accident is of a serious or unusual nature. The 
supervisor of the involved department is responsible for completing the Fleet Accident 
Report and ensuring compliance with Administrative Policy #S1. 


B. Police Vehicle Accidents: Accidents involving Police, Animal Control, and Security Officers. 
1. Investigating Officer Responsibilities 


a. Complete an FR-300P and Vehicle Accident Information Exchange form regardless of the 
amount of damage. 

b. Obtain witness statements using the appropriate form. 

c. Photograph the scene and vehicles in all cases. 


2. Supervisor Responsibilities 


a. Notify STU in cases involving injury or significant damage. The STU supervisor will 
evaluate the circumstances to determine if a response by STU is required. 

b. Complete the Fleet Accident and City Vehicle Accident Reports. 

c. Have the officer involved prepare a written statement explaining the circumstances of the 
accident. 
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d. In cases where the speed of the police vehicle may have been a factor in the accident, 
arrange for STU personnel to download the Event Data Recorder (EDR). 

e. Prepare and forward a complete package of information to the vehicle driver’s immediate 
supervisor, who shall forward it up his or her chain of command to the Chief of Police. 
Each supervisor in the chain of command shall make recommendations and attach them to 
the package. The Uniform Patrol Bureau Commander will ensure the Records Unit and 
vehicle coordinator receive a copy of the package (state, fleet, and city vehicle forms 
only). 

f. Ensure City Administrative Policy Directive #S1 (Auto Safety Procedures) is followed. 
The procedures for UDS screening will be followed for all accidents involving a city 
employee.. 


VIII. Accident Victim Property: Officers shall leave property belonging to persons involved in an 
accident in their custody unless the victim is arrested or transported to a hospital. In either 
situation, the officer shall protect the victim’s property from theft and pilferage. (61.2.3 f) 


A. Victim transported to the hospital: 


1. Turn the property over to the injured person at the hospital, if practical, or 
2. Turn the property over to hospital staff if practical, or 

3. Turn the property over to a family member at the hospital, or 

4. Place the property in the Property Management Unit (PMU). 


B. Victim arrested 


1. Turn property, if possible, over to the Sheriff’s office during turn over, or 
2. Place the property in PMU as prisoner property. 


IX. Enforcement Actions (61.1.5 k) 


A. In all cases where the investigation, witness statement(s), or physical evidence provide 
probable cause to believe that a driver committed a violation of state or city codes, officers 
shall take appropriate enforcement action. Officers may charge drivers with multiple traffic 
violations; however, each offense must include an element that another does not. (61.1.5 i) 


B. Officers may issue a summons (or make an arrest if appropriate) at the scene of the accident or 
at any medical facility to which a person was transported. Officers shall seek a warrant or 
magistrate’s summons in all other circumstances. 

C. Subpoena for Witnesses in Traffic Accidents 
1. When an officer issues a traffic summons for an offense involving a traffic accident and 


there are witnesses to the offense, the officer shall subpoena the witness using a General 
District Court Witness List, which must be generated using the PC Suite application. 


approven: _KGrenia Ze, eee? 
Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 
Traffic Law Enforcement OPR | 30 


Effective: 07.01.07 3 pages 
Supersedes: | OPR-30 (06.01.05) 


PURPOSE: To establish guidelines and procedures for the enforcement of state and city 
traffic laws. 


GUIDELINES: The Portsmouth Police Department is committed to eliminating traffic hazards, 
reducing traffic collisions, and to promoting safe and expeditious flow of vehicular and 
pedestrian traffic. The department will analyze, detect, observe, and prevent traffic violations 
by taking appropriate enforcement actions. Officers will strive to ensure that a positive citizen- 
police contact is achieved while performing these duties. 

PROCEDURES: 

l. General 


A. Traffic stops will be performed with due regard for the safety of the officer, the violator, 
and the surrounding traffic. 


B. All traffic stops will be called into Communications following the guidelines and 
procedures set forth in OPR-08, Police Radio Communications. 


C. Officers will maintain a professional demeanor, utilizing Verbal Judo techniques to gain 
voluntary compliance from the violator. 


D. The Officer will promptly inform the violator why he/she is being stopped. 

E. In accordance with VA Code 19.2-74, misdemeanor traffic violators will generally be 
released with a Virginia Uniform Summons, as opposed to being taken into custody, 
except for the following reasons: 

1. Reasonable belief that the violator will not appear in court. 

2. Identity cannot be established. 

3. Violator fails to cease the illegal act. 

4. Violator may cause harm to himself/herself or others if not taken into custody. 

5. Failure of the violator to provide a signature promising to appear in court or pay a 


fine. 
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6. The violator’s license is issued from a state that does not participate in the Driver’s 
License Compact. 


F. A verbal warning may also be appropriate under unique circumstances. 


G. Officers will reasonably ensure that the violator safely reenters the flow of traffic upon 
completion of the contact. 


H. Officers will adhere to all guidelines set by the courts regarding traffic summons 
procedures. 


|. Officers attempting to perform traffic stops in unmarked cars will seek the assistance of 
a marked patrol car when conditions indicate the violator may not see the signal to stop 
or may be suspicious as to the authority of the unmarked vehicle. 


J. Officers dressed in civilian attire will clearly identify themselves by stating their identity 
as well as displaying their badge and, upon citizen request, their Police identification 
card. 


K. Officers will have the action taken recorded in the CAD incident notes. 
(Ex: warning given for speeding, summons issued for Suspended license, etc.) 


ll. Use of RADAR/LIDAR 


A. Only Officers who are DCJS certified RADAR or LIDAR Operators are authorized to 
utilize RADAR or LIDAR in conjunction with traffic enforcement. 


B. Officers operating the RADAR and/or LIDAR equipment under routine circumstances 
will be in uniform. A supervisor may authorize alternate clothing, plain clothes or special 
uniforms during special enforcement operations. Officers issuing summonses resultant 
from RADAR or LIDAR enforcement efforts will be in uniform in accordance with ADM- 
17, Dress Code & Grooming Standards and VA Code 46.2-882. 


C. Officers will ensure that the RADAR/LIDAR unit is checked for accuracy and 
functionality prior to and at the conclusion of their shift if it was used as probable cause 
to initiate a traffic stop. The LIDAR check will be conducted at one of the approved pre- 
measured locations. 


D. Officers using LIDAR will, on request of any affected motorist, permit such motorist to 
observe the reading on the device, in accordance with VA Code 46.2-882. 


lll. Bicycle, Moped and Power-Assisted Scooter Enforcement 
Officers will enforce bicycle ordinances as outlined in Section 5 of the Portsmouth City 
Code and moped and power-assisted scooter ordinances as outlined in section 22 of the 


Portsmouth City Code using the same precautions and operational guidelines as outlined 
in Procedure I, above. 
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IV. Diplomats/Consulars/Foreign Officials (SEE ALSO: OPR-50, Foreign Nationals and 
Diplomatic Immunity) 


A. Officers will treat foreign diplomatic and consular personnel with respect and with due 
regard for the privileges and immunities to which they are entitled under international 
law. 


B. Any foreign diplomat (or family member), consular officers or employees, or other 
international organizational staff may be issued a summons for violation of traffic laws 
and ordinances. 


C. Officers will notify the United States Department of State of a contact with a foreign 
diplomat (or family member), consular officer or employee, or other foreign official, 
which results in the issuance of a traffic summons. In addition, officers will notify their 
supervisor. 


E. If the foreign diplomat (or family member), consular officer or employee, or other foreign 
official refuses to sign the summons, the officer will not compel a signature. The officer 
will issue a copy of the summons to the violator just as if it were signed. 


V. Voiding Traffic Summonses 


A traffic summons may be voided if extenuating circumstances surrounding the issuance of 
the summons deem it necessary. In voiding a traffic summons the following steps will be taken: 


A. The officer will contact their immediate supervisor as soon as possible to explain the 


reason the summons was voided and to permit the supervisor to review the officer's 
action. 


B. The officer shall print "VOID" and a concise statement of the reason, for the voiding on all 
copies of the summons. When voiding the summons, indicate the number of the new 
summons if one is issued. 


C. The officer will also complete a "Voided Ticket Form" (PPD-175) to be attached to, and sent 
with, the voided summons to the supervisor for review and signature. 


D. The supervisor will sign and forward the PPD-175 and attached voided summons to the 
Chief's office for review and consideration. 


E. Upon approval of the summons void, the Chief of Police will sign the PPD-175 and forward the 
form and voided summons to the Police Records Unit Sergeant for filing. 


APPROVED: 


Edward G. Long 
Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Parking Tickets OPR 31 
Effective: 03.12.12 4 pages 
Supersedes: | 12.01.04 CALEA: 61.1.13 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: The Portsmouth Police Department will maintain written procedures for writing and 
issuing parking tickets and a system to assist citizens with complaints regarding parking tickets. 


GUIDELINES: Authorized members of the department will enforce the City of Portsmouth’s parking 
regulations. These members include all sworn officers, security officers, and other authorized personnel 
as allowed by City Code and approved by the Chief of Police. (Note: For the purposes of this General 
Order, these authorized members are referred to as "officers"). Officers will be issued a parking ticket 
book and will be held accountable for each ticket in that book. The Police Records Unit (PRU) is the 
primary location for handling parking tickets. 


The Portsmouth Parking Authority employs civilians who are authorized by city code to issue parking 
tickets. The Parking Authority purchases ticket books independently. However, the Parking Authority 
adheres to the administration and voidance procedures set forth in this policy regarding issued tickets. 
PROCEDURES: 


I. Administrative Procedures 


A. Authorized members shall maintain a current parking ticket book and keep it accessible while 
on-duty. 


B. PRU will strictly control and account for parking ticket books. Each individually numbered 
ticket must be accounted for in the ticket track system. 


C. All ticket books issued shall be recorded in a logbook that is maintained in PRU. The log will 
contain the starting and ending ticket numbers, date and time of issuance, the receiving officer's 
signature and employee number, and the issuing clerk’s initials. 


D. All returned ticket books shall be logged back into the same book and may be reissued once they 
are logged out to another officer. 


II. Issuance of Parking Tickets 
A. Officers shall use discretion when evaluating whether or not to issue a parking ticket. Officers 
should take into account the type of offense and other mitigating circumstances that caused the 


parking violation. A verbal warning, similar to that used in moving traffic violations may be an 
appropriate alternative. 
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I 


— 


. Officers shall completely fill out the parking ticket form with the violation type clearly indicated 


by checking the appropriate preprinted violation or by filling in the specific code that pertains to 
the violation. An explanation will be entered to further describe the violation. 


. Parking tickets should be completed in block letter style, with the VIN and license plate numbers 


clearly legible. Illegible tickets will be returned to the reporting officer’s supervisor by PRU for 
clarification prior to entry into the computerized parking ticket system. 


. A separate ticket shall be issued for each distinct violation. 
. The time shall be entered using the 24-hour format. 


. The location of the violation shall be indicated by either block number and/or cross street or 


meter number when applicable. 


. Officers shall place the violator's copy under the windshield wiper arm on the driver's side of the 


vehicle, when practical. Otherwise, the ticket shall be placed in a conspicuous location so that 
the driver can see it. The ticket should be handed to the driver if he/she returns while the ticket 
is being written. 


. Officers shall place the police copy of the ticket in the parking ticket box located outside of PRU 


no later than the conclusion of their workday. 


When it becomes necessary to impound a vehicle in violation, officers shall attach the violator's 
copy to the Impound Report. "IMPOUNDED" shall be written legibly on the ticket. 


. Handling of Complaints 


A. Ifa citizen wishes to make a complaint regarding the issued parking ticket, and does so while the 


officer is present, the following procedures will be followed. 
1. The officer will not argue with the citizen making the complaint. 
2. The officer shall immediately notify his/her supervisor of the complaint. 


3. The supervisor will determine whether the complaint deals with the action or inaction of the 
officer, or is an issue that should be addressed by the court (such as a dispute over the 
interpretation of the parking code). 


4. When the complaint involves the officer's action or inaction, the supervisor will handle the 
complaint as appropriate. 


a. Ifthe supervisor determines that the officer was correct in issuing the ticket, then he/she 
shall advise the citizen that he/she may pay the ticket, or contest the ticket in court if 
he/she wishes. The supervisor will refer the citizen to PRU during business hours to have 
the issue placed on the court docket for review. Citizens have 15 days to note their 
appeal. 
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5. 


b. If the supervisor determines that the officer made an error in issuing the ticket, then the 
supervisor may submit a request to void parking ticket form to PRU, attached to the ticket 
to be voided, and note the reason for the void. 


When the complaint alleges a faulty parking meter, the supervisor shall refer the citizen to 
the PRU during normal business hours. PRU will initiate an investigation into the allegation. 
(Note: Only PRU will coordinate with the City Parking Authority regarding investigations of 
allegations of a defective meter). PRU personnel will complete the meter problem/repair log 
for all allegations filed regarding a potentially faulty meter. 


B. If a citizen makes a complaint regarding an issued parking violation to PRU personnel or other 
police personnel after the fact, the following procedures will apply: 


1. 


If the dispute is reported to an officer in the field, the officer will refer the citizen to the 
Police Records Unit during business hours. 


If/when the dispute is reported to PRU, and it is determined that the officer was correct in 
issuing the ticket, then the citizen shall be advised that he/she may pay the ticket, or may 
have the issue placed on the court docket for review within 15 days. Appeals noted after 15 
days are presented to the Traffic Court Clerk’s office. 


If PRU personnel determine that the officer made an error in issuing the ticket, then the ticket 
may be voided. A request to void parking ticket form shall be attached to the voided ticket 
with the reason for the void written noted. Any supporting evidence should also be attached. 
The PRU supervisor shall notify the issuing officer’s supervisor in writing of the nature of 
the voided ticket for review and follow-up with the issuing officer. 


IV. Voiding Parking Tickets 


A. The PRU Commander will designate one primary and one secondary employee to handle all 
parking ticket entries and voids from the computer system. If a request from a Police Officer or 
supervisor is received to void a parking ticket, the designated clerk will be responsible for: 


1. 


2. 


Assessing the request; 
Determining if a void meets one of the ten void codes listed on the form; 
Having the requestor fill out a Parking Ticket Void Request; 


Obtaining approval from the PRU Commander or Support Commander if the PRU 
Commander is on extended leave; 


Creating an entry in the Voided Parking Ticket Log; 
Obtaining Unit Commander's signature in the log; 


Voiding the parking ticket from the computer system; 
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8. File hard copy in the Void Parking Ticket file for three years, in accordance with the Library 
of Virginia's records retention and disposal schedule; 


9. Forward requests for void valid ticket to the Chief of Police for review. 


B. The Voided Parking Ticket Log will include the following information for every voided ticket 
entry. 


1. Date; 

2. Parking ticket number; 

3. Vehicle license tag info and VIN; 

4. Name of person making the void request; 

5. Reason for the void; 

6. Clerk's initials; 

7. Unit Commander (or other appropriate supervisor's) signature; 
8. Chief of Police’s signature for void valid ticket. 

C. The Unit Commander will check the logbook weekly. A list of voided tickets from the computer 
system will be compared with log entries to ensure full accountability for each voided parking 
ticket. Any discrepancies found will be fully investigated and handled in accordance with 
Departmental Procedures and the City of Portsmouth Standards of Conduct. 

D. The Unit Commander will submit a copy of the past months voided parking ticket tracking/log 
book along with a list of voided parking tickets from the computerized system to the Division 
Commander on a monthly basis. The Division Commander will perform a monthly audit of all 


voided parking tickets. 


E. The Voided Parking Ticket Log will be maintained in PRU and will be accessible for random 
inspection. 


Approved: 
Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Manual Control and Direction of Traffic OPR| 32 
Effective: 08.15.76 | REPRINT OF 61-1018 4 pages 


POLIC Supersedes: | WA 
APPROVED: Phillio L. Ash, Jr. Chief of Police 


PURPOSE: The purpose of this policy and procedure is to establish procedures for controlling and directing 
traffic to facilitate the safe and efficient movement of such traffic with consideration of the safety of the officer in 
mind at all times. 


POLICY: The Department will maintain manual intersection control when and where necessary to direct 
vehicular and pedestrian traffic and to provide information and assistance to the public and in whatever manner 
necessary. Specifically, the police officer is responsible for the following: 


Regulating the flow of traffic. 

Control of turning movements. 

Coordinating vehicle movements with the flow at adjacent intersections. 
Detouring traffic as necessary. 

Controlling pedestrian movements 

Arranging for the removal of obstructions to traffic laws. 


D ORE ONE 


Officers will be dressed in uniform, with traffic glow vests worn at night or periods of reduced visibility. 


PROCEDURES: When an officer is directing traffic it is necessary that the people using the highway know he is 
there for that purpose and that the officer knows and utilizes standardized, appropriate gestures and audible 
signals to stop, start, and turn traffic. 


1. To indicate that the officer is present for the purpose of directing traffic he should: position himself so that 
he can be seen clearly by all, usually in the center of an intersection or street; stand straight with weight 
equally distributed on both feet; allow hands and arms to hang easily at his side except when gesturing; 
stand facing or with his back to traffic which he has stopped and with his side toward traffic he has 
directed to move. 


2. To stop traffic, the officer should first extend his arm and index finger toward and look directly at the 
person to be stopped until that person is aware, or it can be reasonably assumed that he is aware, of the 
officer's gesture. Second, the pointing hand is raised at the wrist so that its palm is toward the person to 
be stopped, and the palm is held in this position until the person is observed to stop. To stop traffic from 
both directions on a two-way street, the procedure is then repeated for traffic coming from the other 
direction while continuing to maintain the raised arm and palm toward the traffic previously stopped. 
(Illustrations 1-4.) 


3. To start traffic the officer should first stand with shoulder and side toward the traffic to be started, extend 
his arms and index finger toward and look directly at the person to be started until that person is aware of 
it can be reasonable assumed that he is aware, of the officers gesture. Second, with palm up, the 
pointing arm is swung from the elbow, only, through a vertical semi-circle until the hand is adjacent to the 
chin. If necessary, this gesture is repeated until traffic begins to move. To start traffic from both 
directions on a two-way street, the procedure is then repeated for traffic coming form the other direction. 
(Illustrations 5 and 6.) 


4. Right turning drivers usually effect their turns without the necessity of being directed by the officer. When 
directing a right turn becomes necessary, the officer should proceed as follows: if the driver is 
approaching from the officer's right side, his extended right arm and index finger and gaze are first 
directed toward the driver, followed by swinging the extended arm and index finger in the direction of the 
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driver’s intended turn (Illustration 7-9); if the drier is approaching from the officer’s left side, either the 
same procedure may be followed utilizing the left arm extended or the extended left forearm may be 
raised to a vertical position from the elbow while closing the fingers so that the remaining extended thumb 
points in the direction of the driver’s intended turn. 


5. Left turning drivers should not be directed to effect their movement while the officer is also directing 
oncoming traffic to proceed. Therefore, the officer should either direct opposing vehicles to start while 
avoiding left turn gestures directed at turning drivers, which will lead them to complete their turn only 
when there is a gap in the oncoming traffic, or to stop or hold oncoming drivers, after which the left turning 
driver can be directed into his turn. The officer's right side and arm should be toward the oncoming 
traffic, and the left side and arm should be toward the left turning driver. After stopping oncoming traffic 
by using the right arm and hand, the right hand should remain in the halt gesture, then the extended left 
arm and index finger and officer's gaze is directed toward the driver who intends to effect a left turn. 
When the left turning drivers’ attention has been gained, the extended left arm and index finger are swung 
to point in the direction the driver intends to go. (Illustration 10-12.) 


6. In order to clear the lane occupied by a driver who intends to make a left turn, but cannot because of 
oncoming traffic, he can be directed into the intersection and stopped adjacent to the officer's position 
until the left turn can be safely completed. The driver should be directed into the intersection by pointing 
towards him with the extended arm and index finger, which is then swung to point at the position at which 
the officer wishes the driver to stop and wait for clearing traffic. In the alternative, the driver may be 
directed to move with one arm and hand gesture while the other arm and hand are utilized to point to the 
position at which the driver is to stop. (Illustration 13.) After the driver is positioned within the 
intersection, the officer may either halt oncoming traffic and direct the completion of the turn or permit the 
driver to effect the turn during a natural break in the oncoming traffic. 


7. Signalling Aids 
A. The whistle is used to get the attention of drivers and pedestrians. Itis used as follows: 


(1) One long blast with a stop signal. 

(2) Two short blasts with the go signal. 

(3) Several short blasts to get the attention of a driver or pedestrian who does not respond to 
a given signal. 


B. The whistle should be used judiciously. It should not be used to indicate frustration, but the 
volume should be just that sufficient to be heard by those whose attention is required. Therefore, 
whistle blasts directed at pedestrians should be moderate in volume. The whistle should be used 
only to indicate stop, go, or to gain attention, and when its purpose has been achieved the officer 
should cease sounding the whistle. If the whistle is utilized continuously it ceases to hold 
meaning for drivers and pedestrians. 


C. The voice is seldom used in directing traffic. Arm gestures and the whistle are usually sufficient. 
Three are numerous reasons why verbal commands are not used. Verbal orders are not easy to 
give or understand and often led to misinterpretations, which are dangerous. An order, which is 
shouted, can antagonize the motorist. 


D. Occasionally a driver or pedestrian will not understand the officer's directions. When this 
happens the officer should move reasonably close to the person and politely and briefly explain 
his directions. No officer shall exhibit loss of temper by shouting or otherwise indicate 
antagonism toward those who do not understand or who do not wish to obey the officer’s 
directions. 


E. The baton is confusing unless properly used. To stop a driver with the baton, the officer should 
face the oncoming traffic, hold the baton in the right hand, bend the right elbow, hold the baton 
vertically, then swing the baton from left to right through an arc of approximately 45 degrees. 
(Illustrations 15 and 16.) 
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(1) The go signal and the left turn direction are the same gestures as those previously 
described except that the baton acts as an extension of the hand and index finger. 
(Illustrations 15 and 16.) 

(2) Signals and directions given with the aide of the baton should be exaggerated and often 
need to be repeated because of the poor visibility existing. The baton’s light should be 
turned off when it is not being actively utilized to give directions. 


F. A flashlight can be used to halt traffic. To stop traffic slowly swing the beam of the light across 
the path of oncoming traffic. The beam from the flashlight strikes the pavement as an elongated 
spot of light. After the driver has stopped, arm signals may be given in the usual manner, the 
vehicle’s headlights providing illuminations. (Illustrations 17 and 18.) 


8. Traffic Direction at Accident Scenes 


Minor traffic accidents requiring an accident report do not present a major problem relative to traffic 
direction. In these cases, the officer should note the position of each vehicle and other relevant physical 
evidence and have the vehicles moved to a safe location, restoring normal traffic flow, and then complete 
the report. In serious traffic accidents requiring a thorough investigation, the scene may need protection 
for an extended period. In these cases, investigators shall follow these procedures: 


A. Summon sufficient manpower to handle traffic direction responsibilities. 

B. Utilize sufficient equipment to protect the scene (barricades, traffic cones, flares, reflectors, rope, 
etc.). 

C. Detour traffic as necessary. 

D Give priority attention to collecting the information necessary at the scene to facilitate restoring 
normal flow of traffic. 

E: Restore the scene to a safe condition (replace damaged traffic control signs) and restore traffic 
flow. 

F, Continue traffic direction duties until traffic flow is normal. 

9. Traffic Direction at Special Events 


Traffic direction at special events creates unusual problems for the police. Vehicular and pedestrian 
congestion problems become complex, emergency situations are more likely to occur, and the safety of 
those attending the special event becomes a more critical police problem. In meeting these needs 
relative to traffic problems, the following will be utilized. 


A. Upon learning of the special event, a line officer will be assigned to participate in planning for the 
event. 

B. The time, location, and anticipated attendance shall be determined. 

C. If the event is a parade, the route will be determined and coordinated with other public service 


and transportation agencies, including railroad, mail, and public works, to provide an opportunity 
in adjusting the normal schedules for their services. 


D. The perimeter streets of the special event shall be used to maximum advantage by eliminating or 
increasing parking space, making temporary one-way streets, and assigning officers to key 
intersections for control. 


E. Provide for adequate emergency service access to the scene of the event, including fire and 
ambulance services. 


F. Provide for adequate crowd control. If the event is a parade, ropes may be used along the 
parade route with officers stationed at intervals as needed. 


G. Insure adequate publicity for any changes or alteration in street utilization, parking availability, 
public transportation services, and the location of the event or parade route. 
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H. Provisions should be made for identifying those persons working directly with the event to assist 
them in crossing police lines. This includes promoters of the event, vendors, and press 
personnel. 


OPR-32 Manual Control and Direction of Traffic (08.15.76) Page 4 


Portsmouth, Virginia Police Department 
General Orders Manual 
DU Investigations OPR | 33 


Effective: 12.01.04 7 pages 
Supersedes: | OPR-33 (12.08.95) 


PURPOSE: The Portsmouth Police Department will establish procedures for conducting 
driving under the influence of alcohol and/or drug investigations. These procedures will follow 
guidelines set forth by the National Highway and Traffic Safety Administration (NHTSA) and 
the Virginia Alcohol Safety Action Program (VASAP), with the purpose of detection, screening, 
arrest, and prosecution of persons suspected of driving under the influence of alcohol and/or 
drugs. 


GUIDELINES: The Portsmouth Police Department shall actively enforce state and city codes 
regarding the operation of a motor vehicle while under the influence of intoxicants. When 
practical, officers shall by trained and certified to administer the standardized field sobriety 
tests as set forth by the National Highway and Traffic Safety Administration (NHTSA) and the 
Virginia Alcohol Safety Action Program (VASAP). Under circumstances described in Sections 
VI and VII herein, Maryview Medical Center should ordinarily be utilized for examination and 
testing of suspects. Under exigent circumstances, an alternative medical facility may be 
utilized, with approval from a supervisor. 


PROCEDURES: When probable cause exists for driving under the influence of alcohol and/or 
drugs, an arrest will be made. Traffic laws shall be enforced without regard to race, sex, 
religion, nationality, social status, location of the driver’s residence, or the nature of the vehicle 
(type, model, commercial or private). Officers shall document all DUI probable cause/arrest 
evidence on PPD form 171, DUI Investigation Report. 


I. Evidence Collection- Vehicle in Motion 

A. Observe the vehicle in operation to note any initial cues of a possible DUI violation. 
Initial cues may be such acts as equipment violations, moving traffic violations, or 
unusual driving actions. 

B. Stop the violator in the safest location possible. If a pursuit should ensue, exercise care 
and good judgment. Follow procedures set forth in the department's pursuit procedure 
(OPR-07). Observe the driver’s reaction to the emergency lights and/or siren signal to 
pull over and stop. 

ll. Evidence Collection- Personal Contact 


A. Approach, observe, and interview the driver while he/she is still in the vehicle, if 
possible. Note any face-to face evidence of impairment and give several pre-exit 
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sobriety tests, when practical. Evidence of impairment shall be obtained by observing 
the driver’s actions or inaction; the odor of alcoholic beverages or drugs; alcohol, illegal 
drugs, or prescription drugs in plain view; the driver’s manner of speech and admissions 
to alcohol and/or drug use. 


If there is any evidence of impairment ensure that the vehicle’s engine is off and the 
keys are removed. Do not allow the suspect to operate the vehicle. If it is a traffic 
hazard, have another officer move it out of the roadway. 


. Obtain the driver’s license and registration. While interviewing the driver, maintain 


officer safety. Be aware of the driver’s, as well as any passenger’s, actions and 
demeanor. 


. Ask the driver if he/she has been drinking alcoholic beverages. Ask the driver if he/she 


is currently taking any medications. Determine the quantity of alcohol or drugs taken 
and the time they were consumed. 


Have the driver exit the vehicle and guide them to a safe location to perform field 
sobriety tests. 


Evidence Collection- Prearrest Screening 


A. 


A. 


Administer structured, formal, psychophysical tests that require the subject to perform 
tasks that cause divided attention. 


If trained in SFST, the three standardized tests shall be given. Secondary tests may 
also be given. 


. (Horizontal Gaze Nystagmus, Walk and Turn, and One Leg Stand,) 


. If not trained in SFST, the standardized tests as well as any secondary tests may be 


given; however, the officer shall not testify to Horizontal Gaze Nystagmus. 


. Administering the Preliminary Breath Test (PBT) 


If the driver has failed the field tests or there is other probable cause to arrest, Virginia 
State Code 18.2-267 requires that the driver be offered a preliminary breath test (PBT), 
if one is available. The officer shall advise the driver of his or her right to a PBT by 
reading the code from a preprinted card issued by VASAP. 


Before administering the PBT, the arresting officer shall determine if the subject is 
willing to take the test. If the arresting officer does not have in his/her possession an 
operable Alco-Sensor, he or she will request by radio that one be provided forthwith. If 
any on duty officer has an Alco-Sensor, and hears a request for its use, the officer shall 
make every reasonable effort to ensure the device is made available to the requesting 
officer. The PBT shall be considered unavailable only after a negative reply toa 
dispatcher’s request over the police radio for a PBT, and concurrence from the on-duty 
supervisor that a PBT is not available. 
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V. Arrest and Vehicle Procedures 


A. 


Upon arrest, the Officer shall advise the suspect of the “Information About the 
Consequences of Refusal,” by reading the information from VA Form DC-233A, 
“Acknowledgement/Declaration of Refusal-Breath/Blood Test.” The Officer shall sign 
the form, indicating in the appropriate block whether the suspect either has or has not 
refused to permit the taking of a breath and/or blood sample. The Officer shall present 
the form to the Magistrate for acknowledgement under oath. 


The suspect must be advised of his Miranda Rights if any post-arrest questioning is 
done. Miranda does not apply to the Implied Consent and evidentiary testing 
procedures. 


. The suspect’s vehicle shall be searched incident to arrest. If the vehicle is not being 


impounded, it will be a limited search. If the vehicle is being impounded, the officer will 
conduct an inventory search. 


. The suspect’s vehicle shall be secured. 


1. The vehicle may be left at the scene if it is legally parked and is in a safe location. 


2. The vehicle may be released to another non-impaired, licensed driver of the owner’s 
request that is present. 


3. The car may be towed to a private wrecker service facility. 


4. The car should only be impounded when there are charges or a hold on the car, or if 
it is being impounded as a result of state code 46.2-301.1, Vehicle Immobilization. 


Vi. Breath Test 


A. 


The department shall use an evidential breath-testing machine that is certified by the 
Department of General Services, Division of Forensic Science (DGS, DFS). 


Only DGS/DFS licensed operators are allowed to operate/touch the machine. 


. If the arresting officer is a licensed operator, he/she may perform the breath test. 


. If the arresting officer is not an operator, he/she shall have the dispatcher check with the 


Sheriff's Office to locate an operator. If one is not available, another police officer from 
Portsmouth should be used. An operator from another department may also be utilized 
to perform the test. 


If the BAC reading is .30% or above the suspect should be transported to Maryview 
Hospital for examination by a physician. 


If the BAC reading is under .05% and the suspect is displaying unusual behavior, the 
suspect should be transported to Maryview Hospital to be examined by a physician. In 
addition, drug influence procedures shall be considered. 
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Vil. Blood Test Procedures 


A. 


The blood test is not an available option to the arrested DUI suspect. The only time the 
blood test should be administered is when: 


1. The breath test is not available (broken, out of service). 


2. The breath test cannot be taken for medical reasons (Suspect in accident and taken 
to hospital). 


3. The arresting officer has reasonable cause to believe a suspect was driving under 
the influence of drugs or a combination of drugs and alcohol, even if a breath sample 
was previously provided. 


The blood test should be administered at Maryview Hospital under routine 
circumstances. 


. The arresting officer shall stay with the suspect the entire time he/she is in their custody. 


. The arresting officer shall observe and document the process of blood withdrawal. 


The blood samples shall be placed in a US Mailbox as soon as practical after 
withdrawal. 


Vill. Accident Procedures 


A. 


The arresting officer shall ensure that the time of the accident has been verified to 
determine if Implied Consent applies (3 hour maximum limit from time of occurrence to 
time of arrest). 


The arresting officer shall insure that the suspect has not had any alcohol to drink since 
the accident. 


. The arresting officer shall subpoena witnesses that can verify the time of the accident, 


verify the arrested person was the driver, and/or verify the person has not had any 
alcohol to drink since the accident. 


IX. Drug Influence Procedures 


A. 


B. 


If the officer has reasonable cause to believe the suspect may be impaired by drugs, the 
suspect may be required to submit to a blood test, in addition to the breath test (18.2- 
268.2). 


A blood test shall only be administered for drug influence if the breath test results are 
less than .08%. 


C. The suspect shall be presented to the magistrate and the officer shall articulate 


probable cause. 
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D. If the suspect refuses the blood test, standard refusal procedures shall be followed. 


E. The same procedures for blood withdrawal shall be followed with the exception of 
mailing the samples containing the blood vials. 


1. The Commonwealth’s sample shall include a Request for Laboratory Analysis 
and the officer's notes indicating why drug usage is suspected. 


2. The independent sample should also include a copy of the Request for 
Laboratory Analysis but not the officer’s notes. 


X. Magistrate and obtaining warrant 


A. Before obtaining the warrant, the officer shall check with Records Unit to determine if 
the suspect has any prior DUI charges. 


B. If the suspect has prior DUI convictions, the magistrate shall be advised of such 
information so the more appropriate enhanced charge can be applied. 


C. The officer shall be responsible for contacting the appropriate courts to obtain certified 
copies of conviction orders, warrants, attorney waiver forms and any other required 
documentation to prove convictions of prior offenses. All prior offense information that is 
listed on the initial warrant shall be presented to the courts for its review, unless such 
information cannot be practically obtained. Officers shall consult with their supervisor 
for concurrence that obtaining prior conviction documents cannot be practically 
obtained. 


D. When prior offense information is discovered after obtaining the warrant, the officer shall 
consult with the Commonwealth Attorney's Office to request that the warrant be 
amended to reflect the prior offenses. 


XI. Refusal Procedures 


A. When a suspect indicates a refusal to take a test, after being notified of the information 
as described on the VA State Form DC-233A, and was arrested within three (3) hours of 
the alleged offense on a highway as defined in S/C 46.2-100, the suspect shall be taken 
before the magistrate. 


B. If the suspect refuses to submit to the test, the arresting officer shall complete a Virginia 
Uniform Summons for Refusal to take breath and/or blood test (S/C 18.2-268.2). The 
place and time of occurrence listed on the summons should indicate the location the 
suspect refused to the officer. 

XII. Administrative License Revocation 

A. If the suspect submits to a breath test and the results are .08% or greater or the suspect 

refuses to take a breath test, blood test, or both the arresting officer shall serve a Notice 
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of Administrative Suspension of Driver’s License/Driving Privilege form to the suspect 
(S/C 46.2-391.2). 


B. The arresting officer shall complete a Criminal Complaint Form to document the 
probable cause for the suspension (S/C 46.2-391.2). 


C. The arresting officer shall immediately take a copy of the Administrative Suspension 
form to Records Unit to be entered into VCIN. 


XIII. Juvenile Procedures 


A. 


The same procedures used for DUI arrests on adults shall be equally applied to 
juveniles; with some special considerations. 


Juveniles shall be released on a traffic summons and a juvenile petition will be obtained 
the next court business day. Both the parent or guardian and the juvenile should sign 
the summons. 


1. 


1. 


. Breath test procedures: 


Prior to a breath test, a parent or guardian should be contacted and allowed to be 
present when a breath analysis is performed. 


The presence of the parent or guardian is not mandatory and need not be adhered 
to if the effectiveness of the test would be jeopardized by a waiting period. 


. Blood test procedures: 


If a blood test is to be given, hospital personnel will require the parent or guardian’s 
consent to administer the test. 


If the arresting officer cannot find a parent or guardian to give consent for the blood 
withdrawal, then the officer shall contact the Juvenile Intake Officer, who will contact 
the Juvenile Judge for consent. 


Refusal procedures: 


1. 


2. 


If the juvenile and/or the parent or guardian refuse to allow a breath test (or a blood 
test, if applicable,) and was arrested within three (3) hours of the alleged offense on 
a highway as defined in S/C 46.2-100, the juvenile will be charged with refusal after 
having been informed of the Implied Consent statue by the Magistrate. 


The juvenile shall be released on a summons and a petition obtained the next court 
business day. If the breath test was refused, insure that the Magistrate’s refusal 
form is forwarded to the Juvenile Intake Officer. 
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XIV. Underage Drinkers 
A. lf the arrested person is under the age of 21, and the breath test results a BAC between 
.02 % and .07%, the officer shall charge the person with state code 18.2-266.1, 
underage DUI. 


B. If the arrested person is under 18, juvenile arrest procedures should be followed. 


C. If the arrested person is 18-20, adult arrest procedures should be followed. 


APPROVED: 


Frank J. Kitzerow 
Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Traffic and Sobriety Checkpoints OPR| 34 
Effective: 02.10.99 | REPRINT OF 4-5 3 pages 
Supersedes: | 4-5 (07.15.96) 


APPROVED: Leonard G. Cooke. Chief of Police 


PURPOSE: To establish guidelines for the implementation of traffic checkpoints and sobriety checkpoints. 


GUIDELINES: Traffic checkpoints and sobriety checkpoints will be conducted in a safe and efficient manner 
consistent with existing law. Authority for conducting checkpoints can be found in sections 46.2-103 and 46.2-104 
of the Code of Virginia. 


PROCEDURES: 
l. Site / Scheduling Selection 


A. 


Sites shall be approved by the commanding officer (Captain / Lieutenant) of the division or unit 
responsible for conducting the checkpoint. 


Site locations shall be distributed throughout the city to ensure a representative sampling of 
motorists. 


Sites shall have adequate visibility to ensure the safety of the officers and the motorists. 
Sites shall have space available to park police vehicles so as not to further obstruct traffic. 


Sites shall have adequate space available for initial inspection of vehicles and additional space 
out of traffic lanes for further inspections. 


Sites shall have adequate lighting during nighttime operations. 


Site locations shall not include interstate highways or ramps unless Virginia State Police are 
participating in the checkpoint. 


Checkpoints may be scheduled at various times of the day and week, and at various locations in 
order to achieve the checkpoint objectives. 


Checkpoints shall normally be in operation no less than thirty minutes and no more than 8 hours. 


lI. Checkpoint Plan 


A. 


A Traffic / Sobriety Checkpoint Plan form (PPD 70) shall be completed by the supervisor 
responsible for conducting the checkpoint. 


The checkpoint plan shall be approved by a Police Lieutenant or above that is in charge of the 
unit performing the checkpoint. 


The plan shall include specific and explicit detail of how the operations will be conducted. 
The plan shall include the primary site of the checkpoint. The plan may include a secondary 


location for use in the event that safety or weather conditions prevent the operation at the primary 
site. 
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ll. Site Supervision 


A. 


All checkpoints conducted on primary roadways shall be supervised by a police supervisor. The 
supervisor who approved the plan may designate an officer as the one-scene supervisor for 
checkpoints conducted on those other than primary roadways. This appointment shall be noted 
in the checkpoint plan. 


The supervisor shall ensure that the plan is followed as approved. 
The supervisor shall conduct a operational briefing prior to starting the checkpoint. 


The supervisor shall ensure that the proper amount of personnel are used in proportion to the 
traffic volume. 


The supervisor shall complete the post-operation summary section on the Plan form. 
Supervisors shall file a copy of the Traffic / Sobriety Checkpoint Plan and the Post Operation 


Summary with the General District Court, Traffic Division with 5 working days after the 
checkpoint. 


IV. Checkpoint Set-up 


A. 


V. Checkpoint 
A. 


B. 


Cones, signs, barricades, flares, or any other combination of devices deemed necessary shall be 
set up prior to the stopping point to ensure that vehicles can safely reduce speed and stop. In 
addition, officers (with whistles) shall be utilized to manually direct traffic. 


Ingress and egress routes shall be established to allow the safe access to the checkpoint area. 


Multiple traffic lanes approaching the checkpoint shall be transitioned into a single lane by using 
the appropriate devices. Lane transition length shall be calculated using the following formula: 


1. Speed limits under 45 mph- LENGTH FEET = (WIDTH FEET X SPEED MPH °) / 60 
2. Speed limits over 45 mph- LENGTH FEET = WIDTH FEET X SPEED MPH 


Checkpoints conducted on roadways with a speed limit greater than 45 mph require the use of a 
truck equipped with a safety crash cushion. (this truck may be obtained from Public Utilities, 
Godwin Street Station) 


Police vehicles shall be placed so as to provide protection to the officers as well as provide high 


visibility to approaching traffic. Marked vehicles shall be positioned to allow for pursuit, should it 
become necessary. 


Operations 
Officers shall conduct DUI/Safety checkpoints when assigned to do so by a supervisor. 


All officers working the checkpoint shall wear: 


1. full Class A or Class B uniform (with headgear listed below) 
2 glow vest or similar reflective garment 

3. whistle 

4 flashlight and glow cone 


Officers shall inspect only those vehicles directed into the checkpoint area in accordance with the 
checkpoint plan. Vehicles shall not be stopped on a discretionary basis. 


As vehicles approach, officers shall scan the interior and occupants for weapons and contraband. 
Once it is established that no immediate hazard exists, officers shall inform the driver of the 
purpose of the stop. 
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E. All drivers will be requested to present a driver’s license and vehicle registration. 

F. Initial contact and inspection shall be kept to a minimum to avoid unnecessary delays. If the 
officer suspects alcohol has been consumed or discovers violations of the law, the officer shall 
take the appropriate investigative and enforcement actions required. 


G. All arrests and summonses associated with the checkpoint shall be handled in accordance with 
established procedures. 
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Portsmouth, Virginia Police Department 
Department Organization 


Sexual Assault Investigations OPR| 35 
Effective: 11.20.15 4 pages 
Supersedes: 07.01.01 CALEA: 55.1.3 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures and guidelines for proper response to, and investigation of, sexual 
assaults and to describe the Department’s Special Victims Unit’s (SVU) function. 


GUIDELINES: Sexual assaults are personal violent crimes that have great psychological and physical 
effects on victims. Because of the seriousness of these offenses and the delicate nature of their 
investigation, the Department recognizes the importance of assisting sexual assault victims in a 
supportive manner, performing diligent investigations to apprehend and prosecute perpetrators, and 
encouraging sexual assault victims, frequently reluctant to report these crimes, to make reports. 


DEFINITIONS: 
Sexual Assault: offenses involving sexual penetration or sexual contact with any person by force or threat 


of force, fear, intimidation, or through the use of a person’s mental incapacity or physical helplessness, or 
any attempts to force sexual penetration or contact on any person. 


PROCEDURES: 
A. General Responsibilities: 


1. Personnel shall be aware of community services available to sexual assault victims (e.g., local sexual 
assault crisis center/hotline, victim/witness assistance program, mental health centers, medical clinics). 


2. Personnel shall be trained and knowledgeable about sexual assault investigation and its impact on 
victims, and shall receive ongoing training regarding changes to the Code of Virginia and new or 
modified procedural requirements related to sexual assault response. 


3. Personnel shall use appropriate communication skills when interacting with sexual assault victims. 


B. Dispatcher Responsibilities 


1. If an Emergency Room staff member calls Communications and reports receiving a sexual assault 
victim, the dispatcher should acquire the following information and assign an officer to respond. 


a. Reporting person’s name and job title; 
b. Victim’s name and location; and 
c. Victim’s condition. 
2. If the caller is the victim or a third party other than hospital staff, the dispatcher should accomplish 


as much as possible of the following: 
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. Obtain the victim’s name, current location, and telephone number; 

. Determine the victim’s condition regarding injuries requiring emergency medical response; 
. Acquire basic incident details, including date, time, and location of the offense; 

. Determine if the perpetrator is present; 

. Obtain the perpetrator’s name, if known; 


If the incident just occurred, obtain the perpetrator’s description, possible location, or direction 
and means of escape; 


g. Ensure the victim’s safety, dispatching patrol immediately and remaining on the line until an 


officer’s arrival; 


. If the offense occurred within the last 72 hours, explain the necessity for the victim to not wash 


him or herself, wash or change clothes, comb or brush hair, or perform any other cleaning 
activity; and 

If the call is made from the offense location, advise the victim or caller to not touch or move 
anything at the scene. 


C. Responsibilities of the Primary Responding Officer 


1. The officer’s first priority is ensuring the victim’s physical well-being and obtaining medical 
attention for any injury. 


2. The officer must secure the crime scene and arrange for its processing, generally by a Field 
Evidence Technician (FET). A Supervisor will request Forensic Services if the victim’s physical 
condition is very serious, if the assault fits the pattern of a known or suspected serial situation, or 
if the scene requires more specialty equipment or skill than the FET can provide. (42.2.2 c) 


3. The officer should question the victim gently, briefly, and considerately and, if possible, away 
from other officers or spectators. The officer will attempt to acquire the basic information 
necessary to perform the following investigative duties: 


Pang 


Confirm the offense elements; 

Obtain and broadcast the perpetrator’s description; 

Locate and interview any witnesses; (42.2.2 b) 
Arrest the perpetrator if located; and (42.2.2 d) 
Initiate an IBR. 


4. Once the officer confirms the elements of the crime the officer will contact a patrol supervisor 
who will make, or request, the following notifications. 


Shift commander; 

Criminal Investigations Bureau (CIB) on-call supervisor who will then make the 
determination regarding detective call-out; 

Child Protective Services (CPS) if the victim is a juvenile and the perpetrator or suspect is the 
victim’s caregiver or household member. In instances where a detective is responding, the 
detective will handle CPS notifications. 


5. If the CIB on-call supervisor declines a detective response and the assault occurred within the last 
72 hours, the officer will request and encourage, but not require, the victim to submit to a medical 
examination. The officer should explain the medical and legal necessity for this examination. The 
officer will arrange or provide transportation to one of the below hospitals for the examination 
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and subsequent medical attention, and should advise the victim to take a change of clothing since 
personnel will collect the clothing worn as evidence. 


a. Maryview Medical Center for adult victims, unless the victim requests another local hospital. 
b. Children’s Hospital of the Kings Daughters (CHKD) for any victim under 18 years of age. 


6. The officer or detective shall request an emergency protective order for the victim for any act 
involving violence, force, or threat that results in bodily injury, or places one in reasonable 
apprehension of death, sexual assault, or bodily injury. Such acts include, but are not limited to, 
any forceful detention, stalking, or criminal sexual assault in violation of Article 7 (§ 18.2-61 et 
seq.) of Chapter 4 of Title 18.2, or any criminal offense that results in bodily injury or places one 
in reasonable apprehension of death, sexual assault, or bodily injury. 


D. Responsibilities of Follow-up Investigator 


1. The SVU has investigative responsibility for any felony sexual assault, for sexual assaults involving 
juveniles, and for other sexual assaults or sex crimes requiring follow-up investigation. SVU 
investigators shall be properly trained in sexual assault procedures, not only for reasons of evidentiary 
concern, but also for appropriate handling of victims to avoid inflicting further psychological damage 
and to encourage their cooperation. 


2. Generally, an SVU detective will be called back after-hours for a sexual assault which has 
occurred within the last 72 hours and for which there is an expectation that a SANE examination 
may recover evidence. The supervisor will also call back a detective in instances where a delay in 
continuing the investigation or a delay in arresting a known offender may be a detriment to the 
case or to the well-being of the victim. 


3. A patrol supervisor contacting the on-call CIB supervisor to request a detective should have available 
all the information listed on the Rape Call-Back Questionnaire. The detective will evaluate the 
information and make a determination regarding the need for SANE response, and contact appropriate 
hospital personnel to request that response. 


4. The assigned detective will respond to the crime scene immediately, or to the victim’s present 
location if necessary. 


5. Prior to making contact and talking with the victim, the detective will obtain the details of the 
reported assault from the primary patrol officer, confirming the specific offense and elements. 


6. If the detective’s first contact with the victim occurs at the crime scene, the detective should 
establish rapport with the victim, and ensure the protection and proper processing of the crime 
scene. The detective will request and encourage, but not require, the victim to submit to a medical 
examination. The detective should explain the medical and legal necessity for this examination. 
The detective shall provide transportation to one of the below hospitals for the SANE 
examination and subsequent medical attention, and should advise the victim to take a change of 
clothing since the clothing worn will be collected for evidence. 


a. Maryview Medical Center for adult victims, unless the victim requests another hospital. 
b. Children’s Hospital of the Kings Daughters (CHKD) for any victim under 18 years of age. 
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7. If first contact with the victim occurs at the hospital, the detective will ensure the recovery of all 
clothing or evidence the victim may have worn or brought to the hospital. The detective should 
explain to the victim the sexual assault examination’s purpose and general procedures, and then 
attempt to establish rapport for further interview after the examination. 


8. If first contact with the victim occurs at headquarters or CIB, the detective should review the IBR 
and establish rapport with the victim before proceeding with examination or evidence collection. 


9. Privacy is a necessity during any interview of a sexual assault victim, however if the victim 
desires the presence of a sexual assault crisis worker, the detective will allow it. The detective will 
advise that person of his or her support role, and ask him or her not to interfere with questioning. 
If the victim does not already have support assistance, the detective will offer and provide 
information on sources of such assistance. SVU detectives maintain informational pamphlets and 
referral business cards from several support resources. 


10. The detective should prepare the victim for each phase of the investigation. Explaining procedures 
and the reasons for their necessity, along with considerate treatment of the victim, will encourage 
the victim’s cooperation. 


11. The detective will take custody of the evidence recovered during a SANE examination and submit 
it in accordance with the guidelines for the handling of evidence. 


12. The Criminal Injuries Compensation Fund shall pay all medical fees involved in the gathering of 
evidence on alleged victims in sexual assault cases. Authorization by a criminal justice agency to 
obtain a PERK exam is not required. Any individual that submits to and completes a PERK exam is 
considered to have met the reporting and cooperation requirements of the Code of Virginia. 


13. Investigators should be mindful of the impact of trauma on memory, especially when contact with 
the victim is within a short time after the sexual assault occurred. Victims of any trauma, including 
sexual assault, may experience difficulty with memory storage and recall. As a result, victims may be 
inconsistent or unclear in their descriptions. These symptoms are indications of a traumatic 
experience, not fabrication. After the victim has had two sleep cycles, the investigator will re- 
interview him or her. Investigators can often obtain more accurate details as time passes from the 
traumatic event. This policy of re-interviewing the victim is consistent with related policies regarding 
re-interviewing officers at least two sleep cycles following an officer-involved shooting. 


14. Using a polygraph exam on a victim is strongly discouraged. If a victim is asked to take a polygraph 
exam, the investigator must inform him or her, in writing, that “i) the examination is voluntary, ii) the 
results thereof are inadmissible as evidence and iii) the agreement of the complaining witness to 
submit thereto shall not be the sole condition for initiating or continuing the criminal investigation.” 
Additionally, “the refusal of a victim to submit to such an examination shall not prevent the 
investigation, charging, or prosecution of the offense” (Code of Virginia § 19.2-9.1.). 


15. The investigator shall provide the victim with information on legal and community resources 
available to victims of sexual assault. 


APPROVED: Aste Gp, Mook? 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
Department Organization 


Child Abuse and Neglect OPR | 36 
Effective: 11.20.15 3 pages 
Supersedes: 05.01.90 CALEA: 42.2.2b 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish policy and procedures for handling child abuse and neglect. 


POLICY: Effective response to child maltreatment requires cooperative and coordinated efforts 
between social welfare and law enforcement agencies and, under certain circumstances, arrest and 
criminal prosecution are appropriate and the preferred approach to the problem from a preventive 
standpoint. Once responders have ensured the child’s safety, this agency’s primary responsibility is to 
determine if a crime has been committed and then to identify the responsible party. Officers shall 
thoroughly investigate all reports of child abuse and neglect and take appropriate measures consistent 
with state law to protect the child’s interests. 


DEFINITIONS: 


Child Abuse: An act or failure to act on the part of a parent, guardian, caregiver, or other responsible 
person in a position of trust and authority that results in 1) the death of a child; 2) the serious physical, 
sexual, or emotional abuse, exploitation, or neglect of a child; 3) buying, selling, or trading for the 
physical custody (except in legal adoptions); sexual abuse; or sexual exploitation of a child; or an act or 
failure to act that presents an imminent risk of serious bodily injury or harm. 


Child Neglect: Failure to act or to provide for a child’s basic needs on the part of a parent, guardian, 
caregiver, or other responsible person in a position of trust and authority. Basic needs include physical, 
medical, educational, and emotional needs. Physical basic needs include food, shelter, clothing, and 
supervision. Medical basic needs include necessary medical, dental, or mental health treatment. 
Educational basic needs include providing a primary and secondary education, or attending to special 
education needs. Emotional basic needs include attention to a child’s emotional development, nurturing, 
stimulation, and sense of self-worth, and their psychological, cognitive, and social functioning. 


Child Sexual Abuse: The employment, use, persuasion, inducement, enticement, or coercion of any 
child to engage in—or assist any other person to engage in—any sexually explicit conduct or simulation 
of sexually explicit conduct for the purpose of producing child abuse images or child abuse material; or 
the rape, statutory rape, act of incest, molestation, prostitution, or sexual exploitation of a child. 


Abandonment: Leaving a child alone or in the care of another under circumstances that demonstrate an 
intentional abdication of parental or guardian responsibility. 


PROCEDURES: 
I. Reporting/Initial Complaint Response. 
A. State law requires that public and private officials such as physicians, school employees, clergy and 
others report suspected instances of child abuse or neglect. Officers shall respond to and record all 


reports of child abuse, neglect, and abandonment irrespective of the source or reporting method. 
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B. The dispatcher shall obtain the following information when reasonably possible: 


1. The child’s name, age and address; 

2. The child’s present location; 

3. The parent’s/guardian’s names and addresses; and 

4. The complainants name, address, and relationship to the child. 


C. The responding officer will conduct a preliminary interview with the reporting individual, when 
known, to determine the basis for the report, including the determination of such factors as: 


1. The child’s physical condition; 

2. A description of any abusive or neglectful behavior; 

3. Evidence of parental disabilities such as alcoholism, drug abuse, mental illness, or other 
factors that demonstrate or suggest parental inability to care for the child; 

4. A description of suspicious injuries or conditions; 

5. The nature of any statements the child made concerning parental maltreatment; and 

6. Any evidence of parental indifference or inattention to a child’s physical or emotional needs. 


D. The officer will notify Child Protective Services (CPS) and complete an IBR. State Code § 63.2- 
1509 makes it mandatory for a police or animal control officer to immediately report to CPS any 
case where they suspect abuse or neglect. If the incident involves severe child abuse or neglect the 
officer shall: 


1. Advise their supervisor who will then notify the Detective Bureau; 
2. Protect the scene; and 
3. Remove the child if he or she is in danger. 


E. Officers shall take immediate action when: 


. The complaint warrants arrest or criminal prosecution; 

. CPS personnel are not available and time is of the essence; 

The child is in danger and CPS personnel cannot enter the home; 

. The suspect or alleged offender may flee; 

. Police presence is required to maintain order or protect the safety of CPS personnel; or 
. The officer or CPS worker must take the child into custody against parental wishes. 


AuURWNP 


F. The preferred means of removing a child from the home is by court order. However, in cases of 
abandonment, severe abuse, or neglect where the child is in imminent danger of death or serious 
bodily harm and time is of the essence an officer shall, in compliance with state law, remove the 
child from the home for purposes of protective custody. Officers should seek CPS assistance if 
available in a timely manner. Officers should seek parental permission, but it is not required, to 
remove the child under emergency circumstances. 


G. Physical Evidence Collection. 


1. It is important to collect evidence to document abuse for prosecution of these cases. Officers 
should be aware of the following: 


a. A medical professional should complete a physical examination of the child. 
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b. The officer/investigator should take photographs of victim injuries and describe and diagram 
all injuries in writing. 

c. The officer/investigator should take photographs of home conditions bearing on the child’s 
maltreatment. If possible, videotape the scene. 

d. The officer/investigator should identify any instrument(s) used in a physical attack, and any 
clothing that bears evidence such as blood or semen stains. 

e. The officer/investigator should identify and collect any other items that have bearing on 
abuse or neglect such as guns, knives, belts, drugs, or other related items in the suspect’s 
possession. 


f. In sexual abuse cases investigators will secure a search warrant for nude photographs of the 


suspect, pubic hair samples, and DNA swabs of the suspect’s mouth and genitals. 


II. Interviewing Children 


A. Whenever possible, certified forensic child interviewers should interview children and the 
interviews should be videotaped and preserved as evidence. When a certified forensic child 
interviewer is not available, officers/investigators conducting interviews with children in 
suspected child abuse cases must be familiar with and follow department policy on interviewing 
children. Additionally, they should be familiar with the following special issues that arise when 
conducting such interviews: 


1. 
2: 


Investigators should interview children separately from their parents; 

Investigators should avoid repeated interviews with children whenever possible. Joint 
interviews with the CPS worker, for example, may help minimize the trauma of these 
sessions. 


. Avoid questions that the child can answer with a “yes” or “no” response. Use open- 


ended questions whenever possible. 


. Use anatomically correct and race appropriate dolls when available. 
. Sit with the child rather than across a table. Conduct the interview in a casual and non- 


threatening manner. 


. Do not lead the child or suggest answers, probe or pressure the child for answers or 


express concern, shock, or disbelief in response to the child’s answers. 


. Reassure the child that he or she is not to blame and is not in trouble for what happened 


or for being asked questions. 


APPROVED: Aisi Ce, Mook 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Arson Investigations OPR| 37 
Effective: 08.31.12 1 page 
Supersedes: | 12.31.91 CALEA: NA 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish lines of authority, duties, and responsibilities of police department personnel 
assisting in arson investigations. 


POLICY: Portsmouth Fire Department (PFD) Fire Prevention Unit Officers are responsible for 
investigating all suspicious fires and determining which of those are classified as arson. Portsmouth 
Police Department officers will investigate those crimes related to arson, such as burglary and homicide. 


PROCEDURES 


I. PFD Fire Prevention Officers are in command of the investigation of all suspicious fires and arsons. 
They determine the perimeters of the arson crime scene and who may or may not enter. They will 
also process the crime scene. 


II. Offense reports and subsequent case files for the crime of arson are prepared by the Fire Marshal 
tasked with the arson investigation. The same officer (s) will meet with the Commonwealth’ s 
Attorney to secure advice or warrants. 


II. Fire Prevention officers will request police assistance through the appropriate Bureau Commander or 
his or her designee. Services include, but are not limited to: 


A. Forensic Services Unit 
B. Marine Patrol Unit 
C. Criminal Investigations Units. 


IV. The Police Department is tasked with investigating those crimes in which arson is used as either a 
method or a cover-up, e.g., burglary, homicide, etc. Fire Marshals will advise the Police Department 
of such crimes as soon as they become aware of them. A joint decision will be made between the 
senior fire and police officials present as to who will initially assume investigative responsibility. 


V. All media releases and public information statements will be released by the Portsmouth Fire 
Department, except in those cases where the Portsmouth Police Department has assumed 


investigative responsibility. 
APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Stolen Vehicles OPR| 38 
Effective: 05.21.12 3 pages 
Supersedes: | OPR-38/39 1992 | CALEA: NA 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures to report stolen and unauthorized use vehicles and their recovery. 


POLICY: It is the department’s policy to thoroughly investigate all reports of stolen vehicles and to 
promptly enter stolen vehicle data in appropriate computerized tracking systems. 


PROCEDURES: 


I. When a citizen calls to report a vehicle stolen, the call taker will collect sufficient information for a 
BOLO (be on the lookout) broadcast and ship the call to the Police Records Unit (PRU) to take the 
incident report by phone. 


II. In certain circumstances, based on Communication Center protocols, such as when the stolen vehicle 
is related to another offense such as carjacking, robbery, burglary, or abduction, the call taker may 
assign the call for patrol response. 


III. Based on the information presented by the victim, the employee taking the report will determine if 
the vehicle was actually stolen. If a theft occurred, the reporting employee will: 


A. Complete an incident report (IBR code 240) including an accurate description of the vehicle and 
listing all items left in the vehicle at the time it was stolen. 


B. Notify the dispatcher of the exact status of the vehicle (stolen, unauthorized use, etc.) and ensure 
a BOLO is broadcast. 


C. Have a supervisor review and approve the report promptly, then submit to the PRU VCIN clerk. 
IV. Unauthorized Use of Vehicles 


A. When the complainant knows the person who took his or her vehicle, the offense meets the 
elements of unauthorized use as defined in Virginia State Code § 18.2-102, and the complainant 
wishes to prosecute, employees will do the following. NOTE: Case law states that where the 
victim initially loans the vehicle for a limited time, and the vehicle is not then returned (e.g., in 
exchange for drugs), that although consent for temporary possession was initially given in the 
owner’s presence, the continued use of the vehicle beyond its designated period of possession 
constitutes a violation of § 18.2-102. 


1. Ifthe case is initiated by a 911 call, the call taker will direct the citizen to meet an officer at 


Police Headquarters. If citizen transportation is an issue, an officer may be dispatched to 
assist the citizen in getting to the Magistrate’s office. 
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If the case is initiated by walk-in at Police Headquarters, the PRU staff will request an officer 
be dispatched to assist. 

An officer or detective will assist the citizen in completing the criminal complaint, and will 
sign where indicated in order to permit the magistrate to issue the felony warrant. 

An officer or detective will complete an incident report documenting the most accurate 
description of the offense (see PPD 18G1 offense code guide). 

The report will be submitted to the PRU regardless of whether a warrant is issued. 

Vehicles listed on unauthorized use reports will not be entered into NCIC/VCIN when the 
victim knows the driver and refuses to secure an arrest warrant that person. If the victim has 
insufficient information to secure a warrant, but wishes to prosecute, or if the Magistrate 
feels there is not probable cause to issue a warrant, the vehicle will be entered into 
NCIC/VCIN. 

Case files are not required, as the citizen is responsible for the criminal complaint and 
warrant. 


V. Attempted Stolen Vehicles 


A. When an attempt to steal a vehicle is obvious but the theft is not completed, an incident report 
will be completed (IBR code 240 — attempt). Destruction of property is not an accurate 
classification. 


VI. Recovered stolen vehicles (Formerly OPR-39) 


A. An incident report will be filed: 


1. 


If stolen from Portsmouth, a supplement will be entered under the same report number as the 
original theft. The officer will complete a hard copy IBR, obtain a supervisor’s approval, and 
turn the IBR in to PRU without delay so that the PRU clerk can remove the stolen vehicle 
from VCIN/NCIC. 

If stolen from outside Portsmouth, a new incident report will be entered, IBR code 280A, and 
will reference the report number of the originating jurisdiction. Inform the PRU in order to 
notify the originating agency to remove the vehicle from NCIC. 


B. When a stolen vehicle is recovered in the City of Portsmouth, regardless of the origin of the 
theft, and whether or not the vehicle is found occupied, the preliminary investigating officer is 
responsible for processing the vehicle according to these guidelines. 


C. Recovered vehicles that have been involved in major crimes such as rape, homicide, or felony hit 
and run, will be processed by Forensic Services Unit technicians. In these instances, the officer 
will notify their supervisor, who will then notify the Criminal Investigations Unit. 


D. The responding officer will conduct a preliminary assessment to determine the extent of the 
crime scene and the level of scene processing necessary. 


at must be processed in the lab will be collected and placed in the 
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VII. 


VIII. 


Property Management Unit (PMU) according to established procedures. The voucher must be 
appropriately marked for forwarding to the lab. 


Conduct a thorough inventory of the vehicle once processing is complete. 


. Collect any items that may be of potential evidentiary value, maintain the chain of custody, and 


place the items in the PMU according to established procedures. 


. When exigent circumstances do not allow the preliminary investigating officer to process the 


vehicle, the officer will notify his or her supervisor. Rescheduling of processing will be at the 
discretion of the shift commander. Any delay in processing will be noted in the incident report. 


The disposition of the vehicle will depend upon the situation. 


. If there is no reason to hold the vehicle after processing is completed, the recovering officer will 


make every reasonable attempt to contact the owner to take possession at the scene. All such 
notification attempts will be listed on the incident report. 


If the owner is contacted but is unable to respond to claim the vehicle in a reasonable time, and 
absent other arrangements being made with the owner, the vehicle will be towed in accordance 
with OPR-27. The owner shall be notified of the location where the vehicle is being towed so 
they can retrieve it at a later time. 


If the owner cannot be contacted, the officer will impound the vehicle in accordance with OPR- 
27. 


. Prior to releasing any recovered stolen vehicle from a scene to its owner, or prior to towing or 


impounding any such vehicle, the officer will photograph it for potential court proceedings, even 
if the offender has not yet been identified. 


The Property Crimes Squad will be contacted in accordance with current call back guidelines and 
will assist the arresting/reporting officer as needed. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Mobile Data Computers OPR | 39 
Effective: 07.25.14 4 pages 


Supersedes: | 03.15.11 | CALEA: 
APPROVED: Edward G. Hargis, Chief of Police 


Purpose: The Department utilizes a Mobile Data Computer (MDC) system to enhance officers’ safety, 
efficiency and effectiveness in the performance of their prescribed duties. 


Guidelines: Personnel use the MDC interface to dispatch calls for service and to duplicate in a written 
form all verbally issued calls for service. Personnel also use the system for access to Local, Regional, 
State, and Federal databases. Virginia State Police guidelines apply to computers that have access to 
NCIC/VCIN. Vehicle location information, crime maps, and information sharing resources are 
available. Selected MDCs have License Plate Recognition (LPR) capability. 


Cross Reference: Portsmouth Police Department Directives ADM-16, Police Reporting System; OPR-8 
Police Radio Communications; City of Portsmouth AP#01 Computer Usage; City of Portsmouth AP#10 
Standards of Conduct; Virginia State Police VCIN Manual. 


Procedures: 


I. General 


A. 


Resources permitting, officers and dispatchers shall utilize the MDC as the primary means of 
receiving, responding to and clearing routine calls for service, in accordance with OPR-08. Radio 
voice traffic should be kept to a minimum. 


Field units and ECC should conduct routine administrative communications via MDC messaging 
when possible. Personnel will share confidential information that may be compromised by voice 
dispatch exclusively via MDC, unless officer safety concerns dictate immediate voice dispatch. 


While the police vehicle is in motion, the driver shall not attempt any MDC transaction 
other than status changes (en route, on-scene, available), nor attempt to read information 
on the screen. Officers will request voice dispatch if it is not practical to stop the vehicle. 


Officers are responsible for the condition of the MDC while it is in their possession. The 

issuing technician and the receiving officer will visually inspect the computer for damage during 
both the checkout and check-in process, if applicable. Technical Services Unit (TSU) personnel 
will routinely inspect docking systems and permanently assigned MDCs. 


The MDC will remain secured and locked in the vehicle dock during the shift. Officers will take 
reasonable safety precautions to enhance the security of the computer at all times. 


Officers shall not remove MDC’s from vehicles to which they are permanently assigned. 


Officers may not use an MDC to access NCIC/VCIN/DMV information when it is not docked 
securely in a police vehicle, per State Police guidelines. 
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H. Officers will not disconnect, inactive or otherwise manipulate the MDC’s GPS. Any such action 
will result in disciplinary action. 


I. Officers will not use the MDC and the docking station for purposes other than for which they 
were designed. Misuse of City property constitutes a second group offense and is subject to 
disciplinary action under City AP#10, Standards of Conduct. 


J. Queries made to and information received from electronic databases are recorded and subject to 
audit and VCIN regulations. 


K. Officers will use the MDC messaging system for work related transmissions only. The 
transmission of personal remarks, improper language, inappropriate call signs, and or other 
unprofessional behavior is expressly prohibited. There is no expectation of privacy for any 
transmissions made through this system. All transmissions are recorded and subject to audit. 


L. Officers will use MDC software in accordance with specific department procedures and training. 


M. Officers will not place any unauthorized software programs, including CADS, or other files on 
the MDC without the express written permission of the Chief of Police or designee. (41.3.7 a) 


N. No employee will attempt to manipulate or alter any of the software on the MDC. (41.3.7 b) 

O. No employee will use or attempt to use a MDC until they have received departmental training 
and the appropriate VCIN certification as regulated by the Virginia State Police (VCIN 
certification is not mandatory for users who have assigned computers without NCIC/VCIN 
access enabled.) The Department will provide initial training and periodic in-service training on 
MDC hardware and software. 


II. Self-initiated calls 


A. Personnel shall initiate high threat and/or high priority calls by radio transmission only (e.g., 
traffic stops, suspicious persons, suspicious occupied vehicles, in-progress calls). 


B. Personnel shall initiate routine, low priority, and administrative calls on the MDC when possible 
(e.g., court, training, fuel/maintenance, parking violations, building checks, directed patrols). 


II. Status Changes 


A. Officers are generally expected to use the MDC for all status changes, to include in/out of service, 
enroute, and on-scene. 


B. When arriving on-scene at Priority 1, armed persons calls, or alarm calls that require the 
establishment of a perimeter, officers shall utilize the radio and provide their position in 
accordance with relevant procedures. 


IV. License Plate Recognition (LPR) 


A. Selected vehicles are equipped with mobile LPR systems. Officers will use the LPR hardware and 
software in accordance with established department training programs and protocols when 
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operating outfitted vehicles. 


B. | GPS connections are required for all LPR cars. The LPR software will display a green indicator 
when the external GPS is functioning properly. 


2. 
3: 


A local supplement includes vehicles from Portsmouth records that are associated with active 
warrants and vehicles with three or more unpaid parking tickets. 


D. Alert Response 


J; 


The LPR system will generate alerts based on optical character scans of images recorded by 
the cameras. These alerts must be validated by the officer prior to taking any enforcement 
action. 

Known false alerts: the cameras are built on an infra-red system, and may detect strong 
reflections from glass and water. Porch railings, bridge railings, and ferry windows are 
known triggers. These alerts should be “rejected.” 

The optical character scans read only reflective, metallic type surfaces. Paper temporary 
registrations cannot be scanned. Some highway signage, vehicle advertising, and retail 
signage may be detected. If an alert results, it should be “rejected.” 

The optical character scans only read the alphanumeric portion of a license plate, it cannot 
identify specific states. The LPR operator must compare and verify the state displayed in the 
photograph and the state indicated in the alert text, prior to taking any enforcement action. 
An NCIC/VCIN check, via radio, is required prior to initiating a traffic stop on any LPR 
stolen vehicle alert. The format shall be: “<UNIT> rolling stolen, LPR Confirmation, 
<TAG> at <LOCATION> and <DIRECTION>.” 

Special attention and consideration is due on “stolen tag” hits. Officers are encouraged to 
confirm the victim vehicle description prior to initiating a stop, to reduce the potential for 
executing a felony stop on the victim. 


E. “Wanted or Missing Persons” alerts 


1. 


The LPR system may alert to a “Wanted or Missing Person.” This alert may be generated 
by a NCIC felony vehicle, an Amber Alert, Blue Alert, or Silver Alert from anywhere in the 
nation. 

This alert will also trigger based on the local RMS link to an active warrant. 

In all cases of “Wanted or Missing Person” alerts, further verification is required prior to 
stopping the vehicle. 

If the alert is from NCIC — felony vehicle, Amber/Blue/Silver Alert — a vehicle stop is 
appropriate after a confirmation (IV.D.5). 

If the alert is from our local RMS — associated with a known wanted person — an 
independent basis (moving violation) for a traffic stop must be established, the alert itself is 
insufficient suspicion for a stop. 


F. “Scofflaw Violations” alerts 


1. 


This alert is specific to a vehicle with three or more unpaid parking tickets in the City of 
Portsmouth. 


2. A traffic stop is not authorized for a scofflaw / unpaid parking ticket alert. 
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VI. 


3. City code 22-581 authorizes the impound of any vehicle with three or more unpaid parking 
tickets only when the vehicle is found parked on the streets of the city. 


Officers will make all computerized information system queries through the MDC unless officer safety 
or other exigent circumstances inhibit its use. If an officer receives a ‘hit’ for a wanted person the 
officer will notify ECC on Police 1 by saying, "(unit number) I have a possible wanted person by MDC 
at (location), going to police 2 for the hit confirmation." 


Officers are required to enter their own call notes and clearing codes except in unusual circumstances. 
After entering notes and approved/standard clearing codes, officers may “clear” the call over the radio. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 
Crowd Management and Control OPR | 40 


Effective: 02.01.16 | CALEA: 46.2.7 7 pages 
Supersedes: | New 


APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish guidelines for managing crowds and preserving the peace during civil 
demonstrations and disturbances. 


POLICY: This department will strive to effectively manage crowds during demonstrations or civil 
disturbances to prevent loss of life, injury, or property damage, and minimize disruption to uninvolved 
persons. Officers encountering such incidents shall adhere to this policy to protect life, property, and the 
exercise of First Amendment rights. In rare circumstances involving emergencies, and in widespread 
highly volatile civil unrest with the potential for widespread violence, the incident commander (IC) may 
temporarily suspend any policy, provision, or guideline contained herein when such action is determined 
to be the only reasonable alternative for the prevention of loss of life or major property damage. 


DEFINITIONS: 


Civil Disturbance: A gathering that constitutes a breach of the peace or any assembly of persons where 
there is a threat of collective violence, destruction of property, or other unlawful acts. Such a gathering 
may also be referred to as a riot or unlawful assembly. 


Demonstration: A lawful assembly of persons organized primarily to engage in First Amendment activity. 
These may be scheduled events that allow for law enforcement planning. They include, but are not limited 
to, marches, protests, and other assemblies intended to attract attention. Lawful demonstrations can devolve 
into civil disturbances that necessitate enforcement action. 


Crowd Control: Techniques used to address civil disturbances, including a show of force, crowd 
containment, dispersal equipment and tactics, and preparations for multiple arrests. 


Crowd Management: Techniques used to manage lawful assemblies before, during, and after the event 
for the purpose of maintaining its lawful status through event planning, pre-event contact with group 
leaders, issuance of permits when applicable, information gathering, personnel training, and other 
means. 


Impact Projectiles: Projectiles designed and intended to deliver non-penetrating impact energy from 
safer than contact range. These may include direct fire or non-direct skip-fired rounds. The latter are 
projectiles that are discharged toward the ground in front of a target, theoretically delivering the energy 
to the subject following contact with the ground. 


PROCEDURES: 
I. General Management and Organization Principles 


A. Government may impose restrictions on the time, place, and manner in which persons engage in 
First Amendment activity. The department shall place only those limitations and restrictions on 
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II. 


D. 


demonstrations necessary to maintain public safety and order and, to the degree possible, facilitate 
uninhibited commerce and freedom of movement. 


. Organization of responsibilities: 


1. The Chief of Police (COP) will designate an Incident Commander (IC) responsible for overall 
control of a demonstration or civil disturbance. In accordance with the National Incident 
Management System (NIMS), the IC shall implement an incident action plan. 

2. In cases of widely dispersed demonstrations or disturbances, or event with multiple locations, the 
COP may assign multiple ICs. 

3. The IC is responsible for preparing tactical plans and management details associated with planned 
demonstrations. 


. Supervisors shall use the Incident Command System (ICS) in crowd management and civil 


disturbances to ensure control and unified command. 
The primary objectives of the IC at a civil disturbance are as follows: 


1. Protect persons, regardless of their participation in the disturbance and protect property. 

2. Disperse disorderly or threatening crowds in order to eliminate the immediate risks of 
continued escalation and further violence. 

3. Arrest law violators and remove or isolate persons inciting violent behavior. 


. Supervisors shall brief officers on what to expect and appropriate responses, and inform them that 


the IC or designee(s) is responsible for ordering any response deemed appropriate. 


. It is this department’s policy to avoid making mass arrests unless necessary. 
. The IC will appoint officers to photograph and video/audio record all event proceedings. 


. Supervisory personnel shall inform all officers providing assistance through mutual aid agreements 


or related means that they are under this department’s direction and control. 


Use of Force 


A. 


B. 


Unless exigent circumstances justify immediate action, officers shall not independently make arrests 
or employ force without command authorization. 


Personnel shall observe the following restrictions on the use of force during demonstrations and civil 
disturbances. Only trained and authorized officers will carry and deploy weapons: 


1. K-9 teams may respond as backup when appropriate but shall not deploy for crowd control (e.g., 
containment or dispersal). K-9’s shall remain in patrol vehicles or other secure locations and, 
whenever reasonably possible, out of the view of the crowd. K-9’s may deploy in appropriate 
circumstances related to bomb detection, pursuit of suspects in buildings, and related situations. 


2. Officers may use horses to surround and control groups in nonviolent demonstrations as 
appropriate. Officers shall not use them against passively resistant demonstrators who are sitting 
or lying down. Officers shall not utilize horses when the use of chemical agents is anticipated or 
are deployed, nor shall they be used in ice or snow or when similar lack of footing may jeopardize 
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the animal, rider, or others. 


3. Officers may use vehicles to surround and move persons as appropriate but not shall bring them 
into contact with them. 


4. Officers shall not fire impact projectiles indiscriminately into crowds. 


a. Officers may use non-direct (skip-fired) projectiles and munitions in civil disturbances where life 
is in immediate jeopardy, or the need to use the devices outweighs the potential risks involved. 


b. Direct-fired impact munitions, including beanbag and related projectiles, have a proven track 
record of safe and effective use in public order management when deployed in a manner that 
recognizes the unique factors involved, including the potential risk of hitting an unintended 
target due to officer-subject range and crowd density. Accordingly, officers can generally use 
direct-fire munitions during civil disturbances against specific individuals who are engaged in 
conduct that poses an immediate threat of death or serious injury or significant levels of 
property damage. 


c. Officers should give a verbal warning prior to using impact projectiles when reasonably possible. 


5. Officers shall use conductive electrical weapons during civil disturbances only for restraint or 
arrest of actively resistant individuals presenting a threat to officers or others when alternative less 
forceful means of control are not available or unsuitable, and only when the officer can accurately 
impact the individual targeted. Officers shall not fire CEWs indiscriminately into crowds. 


6. Officers may use aerosol restraint spray (OC) against specific individuals engaged in unlawful 
conduct or actively resisting arrest, or as necessary in a defensive capacity when appropriate. 
Officers shall not use OC spray indiscriminately against groups of people where bystanders would 
be unreasonably affected or against passively resistant individuals. High-volume OC delivery 
systems (such as MK-9 and MK-46) are designed for and may be used in civil disturbances 
against groups of people engaged in unlawful acts or endangering public safety and security when 
approved by the IC. Whenever reasonably possible, officers shall issue a warning prior to the use 
of these systems. 


7. CS (2-chlorobenzalmalononitrile) chemical agents are primarily offensive weapons that officers 
shall use with the utmost caution. Officers may deploy CS defensively to prevent injury when 
lesser force options are either not available or would likely be ineffective. The IC shall direct the 
deployment of such munitions and only when avenues of escape are available to the crowd. When 
reasonably possible, officers will announce their use to the crowd in advance. Officers may not use 
CN (phenacyl chloride) in any instance. 


8. Officers can use an asp or riot baton as a defensive weapon; a means of overcoming resistance 
(e.g., used in the two-hand horizontal thrust on a police line); as a show of force; or as a means 
to contain or disperse a crowd. 


III. Use of Force Reporting 


A. Because of the unique logistical and safety concerns presented by civil disturbances, the 
Professional Standards Unit (PSU) shall comply with the following protocols during such events: 
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1. The Chief will assign a member of the PSU to the command post during a civil disturbance to 
coordinate and record force-related information and complaints. 

2. The PSU team shall investigate serious uses of force. 

3. The PSU team shall have full access to video and photographic records documenting law 
enforcement and crowd actions. 


IV. Demonstrations - Preparation, Planning and Response 


A. The IC or a designee shall prepare a written action plan subject to the approval of the Chief of 
Police or his or her designee. 


B. The IC will make every effort to make advance contact with the demonstration’s leaders and to 
gather information about the event to ensure accurate personnel and resource assignments. 
Necessary information includes: 


1. What type of event is involved? 

2. When is it planned? 

3. Will the event coincide with other routine, large scale events (e.g., a concert)? 

4. Is opposition to the event expected? 

5. How many participants are expected? 

6. What are the assembly areas and movement routes? 

7. What actions, activities, or tactics are anticipated, to include use of demonstrator devices 

designed to thwart arrest (e.g., dragon sleeves and u-locks)? 

8. What if any critical infrastructures are in the proximity of the event? 

9. Have permits been issued? 
10. Have other agencies such as fire and EMS been notified? 
11. Is there a need to request mutual aid? 
12. Will off-duty personnel be required? 
13. What is the past history of conduct at such events and were group leaders are cooperative? 


C. The action plan will address provisions for the following and be distributed to all affected 
command and supervisory officers. 


. Command assignments and responsibilities. 

. Personnel, unit structure, and deployment. 

. Liaison with demonstration leaders. 

. Liaison with outside agencies. 

. Release of information to the news media 

. Transportation, support, and relief of personnel 

. Staging points for additional resources and equipment 

. Traffic management 

. Demonstrator devices, extrication teams, and equipment 
10. First aid stations established in coordination with emergency medical service providers 
11.Transportation of prisoners 

12. Prisoner detention areas 
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E. Personnel shall wear their badges and nameplates or other identification in a visible location on 
their person at all times. 


| ae, 


G. Officers shall not engage in conversations or be prompted to act in response to comments from 
demonstrators. Officers shall maintain a courteous and neutral demeanor. 


H. Officers shall not prevent persons who reside, are employed, or have emergency business within 
the area marked off by a police line from entering the area unless circumstances suggest that their 
safety would be jeopardized or their entry would interfere with law enforcement operations. 


I. Unit commanders shall establish and maintain communication with demonstration leaders and 
relay information on crowd mood and intent to the IC. 


J. Supervisors shall maintain close contact with their officers to ensure compliance with orders, 
monitor behavior and disposition, and ensure that they are aware of any changes in crowd intent 
or behavior. 


V. Response to Spontaneous Civil Disturbances 
A. The first officer to arrive on the scene of a spontaneous civil disturbance shall: 


1. Observe the situation from a safe distance to determine if the gathering is currently or potentially 
violent; 

2. Notify dispatch of the nature and seriousness of the disturbance, particularly the availability of 
improvised or deadly weapons, the location and estimated number of participants, current 
activities (e.g. blocking traffic), direction of movement, and ingress and egress routes for 
vehicles; 

3. Request the assistance of a supervisor and necessary backup; 

4. If approaching the crowd would not present unnecessary risk, instruct the gathering to disperse; 
and 

5. Attempt to identify crowd leaders and agitators engaged in criminal acts. 


B. The first officer or supervisor in charge at the scene shall: 


. Establish a temporary command post; and 
5. Provide ongoing assessment to communications. 


C. In the area outside the perimeter, the IC shall ensure that officers take the following actions: 
1. Move and reroute pedestrian and vehicular traffic around the disorder. 


2. Control unauthorized ingress and egress by participants. 
3. Prevent attempts to assist or reinforce the incident participants from outside the area. 
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D. The IC shall also ensure that: 


2: 
3. 


4. 
5; 


6. 
7. 


. Adequate security is provided to fire and EMS personnel in the performance of emergency tasks; 
support and relief of personnel are available; 


He or she designates a secure staging area for emergency responders and equipment; 
He or she establishes liaison and staging points for media representatives and provides available 


information; 


The IC event log is staffed for documenting activities and actions taken during the course of the 


incident; 


Officers take photographs and make video recordings of event proceedings; 
Officers take photographs of any injuries sustained by law enforcement officers or the public; and 
He or she determines the need for full mobilization of and the recall of off-duty officers. 


VI. Crowd Dispersal 


A. Before ordering forced dispersal of a civil disturbance, the IC shall determine whether lesser 
alternatives may be effective. These alternatives include the use of containment and dialogue, as 
follows: 


. Establish contact with crowd leaders to assess their intentions and motivations and develop a 


mutually acceptable plan for de-escalation and dispersal. 


. Communicate to the participants that their assembly is in violation of the law and that the 


department wishes to resolve the incident peacefully, but that acts of violence will be dealt 
with swiftly and decisively. 


. Negotiate with crowd leaders for voluntary dispersal, or target specific violent or disruptive 


individuals for arrest. 


. Prior to issuing dispersal orders, the IC will ensure that all potentially necessary police, fire, and 


EMS equipment and personnel are available to successfully carry out tactical operations and that 
logistical needs for making mass arrests are in place. 


. When the IC makes the determination that an unruly gathering is present and crowd dispersal is 


required, he or she shall direct unit commanders, where time and circumstances permit, to issue 
warnings prior to taking action to disperse the crowd. 


1. The warning shall consist of an announcement citing the offenses or violations being committed, 


an order to disperse, and designated dispersal routes. The officer will issue a second and a third 
warning at reasonable time intervals before officers take designated actions to disperse the 
crowd. Where possible, officers shall audio and video record the warnings record the time and 
the names of the issuing officers in the IC’s event log. 


2. Officers will use crowd dispersal tactics as necessary where the crowd does not heed warnings. 


These include, but are not limited to, any one or combination of the following: 


a. Display of forceful presence including police lines combined with motorcycles, law 
enforcement vehicles, mounted units, bicycle units and mobile field forces. 

b. Crowd encirclement. 

c. Multiple simultaneous arrests. 

d. Use of aerosol crowd control chemical agents. 

e. Law enforcement formations and the use of batons for forcing crowd movement. 
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VII. Mass Arrest 


A. Ina civil disturbance it may be necessary to arrest numerous individuals over a relatively short 
time period. To handle this process efficiently, safely, and legally, observe the following: 


1. 
2. 


(o>) 


Designated squads will make any mass arrests. 
Designate an adequate secure area for holding prisoners after initial booking and while 
awaiting transportation. 


. Advise arrest teams of the basic offenses to be charged in all arrests, and advise all arrestees 


of these charges. 


. Escort arrestees who are sitting or lying down but agree to walk to the transportation vehicle 


for processing. Two or more officers shall carry those who refuse to walk. 


. Officers will search prisoners for weapons, evidence of the crime of arrest, and contraband. 
. Officers will photograph and FI the arrestee and photograph any prisoner property. 
. Provide medical attention for injured prisoners and those who request medical attention prior 


to transportation to the detention facility. Photograph any injuries. 


VIII. Deactivation 


A. When the disturbance is brought under control, the IC shall ensure the following 


RWNPR 


. Account for all personnel engaged in the incident and an assess and document any injuries. 
. Interview witnesses, suspects, and others. 

. Debrief personnel as required. 

. Ensure that officers complete all written reports as soon as possible after the incident. 


Comprehensively document the basis for the incident, the department’s response, and 
complete an impact statement including the costs of equipment, personnel, and related items. 


APPROVED: _ í IRER Ch, Morte 
Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Death on Arrival Investigations OPR| 41 
Effective: 05.28.12 5 pages 
Supersedes: | 12.22.11 42.1.4, 42.2.1 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures for handling Death on Arrival (DOA) calls. 


POLICY: When responding to DOA incidents, officers are responsible for conducting a thorough 
preliminary investigation. Particular attention will be given to suspicious/unnatural deaths, and a 
complete and thorough investigation will follow. Officers will ensure death notifications are carried out 
in a professional, compassionate and sensitive manner. 


DEFINITIONS: 
Natural Death - death caused by disease or old age. 


Suspicious/Unnatural Death - death that cannot be attributed solely to disease and/or the aging process. 
These include deaths: from injury, violence, poisoning, accident, suicide or homicide; suddenly when in 
apparent good health; when unattended by a physician; in jail, prison, or other correctional institution; in 
police custody, or in any suspicious, unusual or unnatural manner, or the sudden death of any infant less 
than eighteen months of age whose death is suspected to be attributable to Sudden Infant Death 
Syndrome. The Office of the Chief Medical Examiner investigates all suspicious/unnatural deaths. 


PROCEDURES: (42.1.4) 


I. Initial Response: 


A. Secure the scene and ensure it is safe for responding personnel. 


B. Responding officers should take appropriate precautions to protect against biohazard exposure, 
as detailed in OPR-44, Infectious Disease Control. 


C. If there are any indications that the victim may be alive, confirm that medics have been called. 
Unless it is immediately apparent that the victim is dead or the victim has already been 
pronounced dead by competent medical authority, the responding officer should check for 
responsiveness and breathing. 


1. Responsiveness: tap subject gently on shoulder while asking loudly "Are you alright? 


2. Breathing: While maintaining an open airway (using a head tilt - chin lift technique) look, 
listen, and feel for breathing. 
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Il. 


. Considering all available information, including evidence, witness statements, nature of injuries, 


etc., the responding officer shall determine if the death appears to be of natural or suspicious/ 
unnatural circumstances. 


A police supervisor shall be notified, and he/she should respond to all DOA incidents. The 
responding supervisor shall seek guidance from the on-call Criminal Investigations Unit (CIU) 
supervisor for any unique, unusual, or questionable circumstances. If the victim was under 
hospice care and attended by a family member or medical personnel at the time of death, a 
supervisor response is not required. 


. The responding officer will coordinate and communicate with Fire/EMS personnel to gather 


personal information and medical history to reduce duplication of efforts. 


Natural Death Incidents: (42.2.1 c) 


A. 


Investigation - absent unusual circumstances, Uniform Patrol personnel will assume primary 
investigative responsibility. 


Witness Interviews - check the scene and immediate area, and interview anyone having contact 
with the deceased to determine if any foul play has occurred or is suspected. 


Photographs — photograph the body and the immediate area. If the victim was under hospice 
care and attended by a family member or medical personnel at the time of death, photographs 
may not be necessary. 


. Family Notifications - notifications to the victim’s family will be made in accordance with 


section IV. If there are no family members present, the officer will make every attempt to notify 
a responsible relative. If the officer is unable to contact a relative, the on-scene supervisor will 
contact the on-call CIU supervisor. CIU will immediately assume follow-up responsibility for 
locating and establishing contact with the relative(s) of the deceased. 


Medical History - contact the victim’s personal physician and family (when possible) to 
determine the decedent’s medical history. 


Death Certificate 


1. Contact the victim’s personal physician to determine if he/she is willing to sign the death 
certificate. 

2. Ifthe personal physician cannot be contacted, the medical examiner shall be contacted. 

3. If either the personal physician or the medical examiner declines the request to sign the death 
certificate, the death should be handled in accordance with section III - Suspicious/ 
Unnatural Death Incidents. 


. Removal of Body (42.2.1 c) 


1. The body should not be moved until the victim’s personal physician agrees to sign the death 
certificate or the medical examiner authorizes removal. 
2. The family shall designate the funeral home that will be called for removal of the body. 
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3. In cases where the medical examiner is responding to the scene, if the deceased is in a 
location where, due to extreme and extenuating circumstances, it would be prudent to move 
the body prior to his/her arrival, the officer should make those circumstances known to the 
medical examiner. The officer should seek permission to move the body to a secure, 
discreet location once photographs of the body and immediate area have been taken. 


H. Decedent’s Property — If the deceased’s spouse is on the scene, all property will remain with the 
spouse if the death appears natural. Otherwise: 


1. Take custody of any large sums of money ($500 or more) and/or any firearms in plain view 
near the body. Currency should be counted by a second officer for verification. The 
currency and/or firearms should be documented on the incident report, and submitted to the 
Property Management Unit (PMU) for safekeeping. 


2. Ifa relative other than a spouse is on scene, have the relative sign the evidence voucher, and 
inform the individual that the property will be taken to the PMU for safekeeping. Advise the 
individual of the following if the items are valued at less than $15,000: 


a. 60 Days must have passed from the date of the person’s death. 


b. The person wishing to take possession of the property must respond to the Circuit Court 
Clerk’s office and sign a completed Virginia Small Estate Affidavit after presenting a 
death certificate and the names and addresses of all successors to the extent known. 


c. The lawful successor may then respond to the Property Management Unit with the 
affidavit bearing the seal of the circuit court and take possession of the property. 


d. The successor may also designate a third party to receive the property with a letter, 
bearing a notarized signature, granting the third party permission to take receipt of the 


property. 


3. Take reasonable and prudent actions to secure the decedent’s home prior to leaving from the 
scene and photograph the scene as you left it. 


I. Incident Report — Officers will complete an incident report that includes: 


The physician’s or medical examiner’s name and phone number. 

Deceased’s medical history, including any medications. 

Next-of-kin name, address, phone number and time notification was made. 
Funeral home name and time that the deceased was transported from the scene. 


PONS 


J. Organ/Tissue Donation — Officers shall make notification to LifeNet Health in accordance with 
section V. 


III. Suspicious/Unnatural Death Incidents (42.2.1 c) 


A. Investigation — The Criminal Investigations Unit will generally assume primary investigative 
responsibility for suspicious/unnatural deaths, with the following considerations: 
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IV. 


1. Traffic Fatalities — the Strategic Traffic Unit will usually assume primary, with CIU assisting 
as necessary. 

2. Industrial Accident Fatalities — CIU works in conjunction with DOLI (Department of Labor 
and Industry) to determine who will assume primary investigative responsibility. 

3. Boating Fatalities/Drowning Incidents — On tidal waters, the Virginia Marine Resources 
Commission will generally assume primary investigative responsibility, with CIU assisting 
as necessary. 

4. Fire Fatalities — the Fire Marshall will generally assume primary, with CIU assisting as 
necessary. 


B. Crime Scene — the initial responding officers shall establish the crime scene in accordance with 
OPR-05 — Crime Scene and Evidence Protection and Processing. 


C. Witnesses — when possible, separate any witnesses at the scene from one another. 


D. Criminal Investigations Unit Response — The on-call CIU supervisor should be notified as soon 
as possible, and he/she will coordinate the appropriate response with the on-scene supervisor. 
The CIU supervisor will: 


Assume control of the investigation, observing all conditions and events; (42.2.1 a) 
Ensure the scene is secured and processed correctly; (42.2.1 c) 
Coordinate witness interviews; (42.2.1 b, d) 
Assume responsibility for notifying any needed support services, to include FSU; 

Ensure they make required notifications, e.g, to the Commonwealth Attomey’s office, CPS 
and a Special Victim’s Investigator in cases of infant deaths; 

6. Coordinate family notifications in accordance with section IV; 

7. Coordinate notifications to LifeNet Health for organ/tissue donations in accordance with 
section V. 
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E. Forensic Services Unit Response — Upon being summoned to the scene, the Forensic Services 
Unit will process the scene in accordance with OPR-05 — Crime Scene and Evidence Protection 
and Processing. Additional responsibilities include: 


1. Fingerprint the victim; 

2. Forward a photograph of the body to the medical examiners office with the remains; 

3. If it is suspected that the victim was involved in a struggle, use paper bags to securely cover 
the victim’s hands prior to transport to the medical examiners office. 


F. Incident Report — the primary Uniform Patrol officer will complete the incident report, and 
he/she shall seek guidance from the on-scene CIU supervisor for classification of the offense. 


Death Notifications 


A. Notifications shall be made in person, as soon as possible. 


B. Officers should request the Department's Chaplains’ Unit to assist when possible. At the 
notifying person's discretion, they may also contact relatives, clergymen, close friends or medical 
personnel for assistance in delivering the message and/or attending to the needs of the receiving 
party (See also: ORG- 13, Chaplains’ Unit). 
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C. No such notifications shall be made by phone or by leaving a phone message. Officers or 
Chaplains who are unable to make immediate contact with persons being notified should inform 
their supervisor who will contact the Homicide & Robbery Unit or the on call CIU Sergeant and 
inform them of their inability to contact a relative or of the relative’s inability to respond. 


D. Officers or Chaplains inquiring of neighbors or others in the vicinity as to the whereabouts of the 
person(s) being notified should indicate only that immediate contact is necessary and that an 
urgent matter requires that party’s attention. 


E. Officers and Chaplains shall be considerate and exercise respect and compassion for persons 
receiving messages and notifications that are likely to be accompanied by emotional stress and 
grief. Those making notifications may need to delay divulging full information until the person 
is in an environment where assistance can be provided in dealing with the emotional stress of the 
message. Advising parents of the death of a son or daughter may be delayed until arrival at the 
emergency room where licensed medical practitioners are equipped, trained and experienced in 
dealing with grief. 


Example: “I don’t know the exact condition of your (relative), but I have been asked to notify you 
to come to the hospital emergency room immediately.” 


V. LifeNet Health Notification 


A. To comply with the intent of the Virginia Uniform Anatomical Gift Act and to help facilitate 
lifesaving organ and tissue transplants, the department will participate in the LifeNet Health 
notification program. LifeNet is Virginia's designated organ procurement organization. 


B. Notifications should be prompt as organs/tissue can be recovered up to 24-hours after death. 


C. LifeNet is contacted by calling 1-866-LifeNet (1-866-543-3638). The officer/detective should 
call only after the following: 


1. The scene has been cleared, and scene processing has been completed. 

2. A determination has been made as to where the body is being transported (funeral home, 
Medical Examiner's Office). 

3. Next of kin has been notified. 


D. The following information is needed by the LifeNet operator: 


1. Name & date of birth of deceased (and social security number if available). 

2. Time last seen alive or pronounced dead. LifeNet does not need to be called if a 24-hour 
period has elapsed. 

3. Likely cause of death and whether or not it is known if drug use was involved. 

4. Name of next of kin, relationship to deceased and as many contact numbers for the next of 
kin as possible. 

5. Where the body is being transported. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


General Orders Manual 
Missing Persons OPR| 42 
Effective: 06.21.12 8 pages 
Supersedes: | 05.01.90 | CALEA: 41.2.5, 41.2.6 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To standardize and coordinate the reporting, investigation, and location of missing persons. 


POLICY: The Portsmouth Police Department will investigate all missing persons reports regardless of 
whether the person is an adult or a missing, abandoned, abducted, runaway or other missing status child. 
Officers shall give investigations the appropriate degree of priority treatment. Follow-up investigations 
and public safety activities will be timely and comprehensive, and officers will exercise particular care 
in cases of persons who may be in danger, mentally or physically impaired, unidentified, under a 
doctor's care, or on life-sustaining medication. Additionally, this department holds that every person 
reported as missing to be "at risk" until significant information to the contrary is confirmed. There is no 
waiting period for reporting a missing person, either adult or child. The Department will assist citizens 
in locating missing persons and attempt to determine the facts and circumstances surrounding a reported 
disappearance. (41.2.6 a) 


PROCEDURES: 
I. Reporting guidelines 


A. There is no waiting period. Missing persons (including runaway children) may be reported by a 
parent, legal guardian, or other responsible adult with knowledge of the circumstances. 


B. Jurisdictional conflicts will be avoided. If a missing person either resides in, or was last seen in 
Portsmouth, this department will initiate the required reporting process. If a person resides in 
Portsmouth and was last seen in another jurisdiction, but the responsible law enforcement agency 
chooses not to take a missing person report, this agency will assume reporting and investigative 
responsibility. 


C. Custody issues will not delay or impede a missing persons report. It is this department's policy to 
accept a missing child report even if custody has not been formally established. Officers shall 
encourage reporting parties to obtain legal custody as appropriate; however, since the safety of 
the missing child is paramount, department members will open a case when it can be shown the 
child has been removed, without explanation, from their usual place of residence. (41.2.6 a) 


D. Employees should take missing child reports only from a parent or legal guardian. However, 
exceptions can be made in certain circumstances where a responsible adult has temporary 
responsibility for the child. Employees may take reports from group homes or shelter care 
facilities only if a court or the Department of Social Services placed the juvenile at that group 
home or shelter facility. In cases where the parents placed the child in the group home or shelter 
facility, the parents must make the runaway report at the jurisdiction where they reside. 
However, see I.B above. (41.2.6 a) 
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E. Officers will immediately notify the Shift Commander when unusual circumstances exist see 
II.C below. (41.2.6 b) 


F. A VCIN clerk shall make a National Crime Information Center (NCIC) entry as soon as possible, 
but no later than two hours after the initial receipt of the 911 call. (41.2.5 c) 


G. The investigator should close the case only when the missing adult or child is located, the 
reporting party informs the department the person has returned, or when an NCIC message 
indicates contact by another law enforcement agency. Officers will complete a supplemental 
report when the missing person has been located or retuned, and will contain the following 
specific information: (41.2.5 c) 
1. Date the individual was located. 

2. Health and/or condition of the located person 
3. Ifthe missing person is a competent adult, note their authorization to release their current 

location (see IV.B). 

Place the individual was located and whether they returned home. 

Identity of person reporting the location/return. 

How the information was confirmed. 

Contact information for other agencies assisting in the location/return, if applicable. 


Sous 


II. Missing person definitions 


A. Missing Adult 
1. A person 21 years of age or older; AND 
2. Whose absence is contrary to his or her normal patterns of behavior; AND 
3. Such absence may be due to one or more of the unusual circumstances listed in section C 
below. 
4. An adult, leaving of his or her own free will absent any risk factors, is not a missing person. 


B. Missing Child (Suzanne’s Law 42 USC 5779a, established 2003) 
1. A person younger than 21 years of age; AND 
2. Whose whereabouts are unknown to his or her parent, guardian, or responsible party. 
3. The following terms may apply to a missing child case: 
a. Non-family abduction: an unknown person takes the child through force or persuasion, 
and usually in furtherance of additional victimization. 
b. Family abduction: a non-custodial family member flees with the child, usually in direct 
violation of a court-ordered arrangement. 
c. Runaway child: most often a teenager who leaves home voluntarily for a variety of reasons. 
d. Abandoned/Thrown-away/Unidentified: a child whose caretaker makes no effort to 
recover the child who has run away, or who is abandoned or deserted. Although not 
necessarily reported as runaways, these children may come to the attention of employees. 
e. Lost/Injured or otherwise missing: a child who has disappeared under unknown 
circumstances. The incident may range from the child wandering away and becoming 
lost to the child being abducted, wherein no one witnessed the act. These circumstances 
sometimes involve “foul play” where those reporting the incident are attempting to cover- 
up a crime involving the child. 
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C. Unusual Circumstances/Risk factors 


1. 


A missing adult or child will be considered “at risk” when one or more of the following 
factors exist: 

a. A missing child 13 year of age and younger (National Child Search Assistance Act). 
b. Out of the safety zone for his/her age, developmental stage, or mental and physical 
condition. 

Diminished mental capacity or suicidal tendencies. 

Drug dependent — requires life or health sustaining medications. 

Absent from home for 24 hours before being reported to law enforcement as missing. 
A potential victim of foul play or sexual exploitation. 

Believed to be with others who could endanger his/her welfare. 

Believed to be in a life-threatening situation. 

Absent under known circumstances inconsistent with established patterns of behavior. 
Any adult, including Project Lifesaver clients, with altered mental status or perception 
disorders who wanders away from home or caretakers will be reported as “at risk” 
missing persons even if located after very short searches. 
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2. Any other set of circumstances that would lead a reasonable person to believe the adult or 
child should be considered “at risk.” (41.2.5 f) 
III. General procedures for handling missing adult complaints (41.2.5) 


A. Responding personnel will determine if the incident meets the definition of “missing adult,” and 
obtain an initial description and information to broadcast a BOLO, such as, race, sex, age, 


weight, height, color of hair. (41.2.5 a, b) 
B. Complete the initial incident report in accordance with ADM-16 (IBR code 99B). The report 

should contain the following information: (41.2.5 a) 

1. Full, updated information on the reporting person, to include relationship to the victim. 

2. The physical signature of the reporting person on the affidavit for missing persons. 

3. Full, updated information on the missing person, to include scars, marks, tattoos, relevant 
medical conditions and medications, known or suspected psychological conditions, marital or 
business problems, financial difficulties, and/or suicide threats, work and/or school locations. 

4. Current photographs of the missing person. 

5. Information identifying the missing person’s primary medical doctor and dentist. 

6. Description of any vehicle the missing person may be driving. 

7. Names of individuals the missing person may be with, and any risks associated with them. 

8. The location of any vacation homes or time share property owned by the missing person, or 
other locations the person is known to frequent. 

9. Information related to whether the missing person is in possession of firearms or other 
weapons. 

10. Information related to whether the missing person is active in social media or internet chat, 
identify and locate the computers primarily used by the missing person. 

11. Details of specific property the missing person took with them, and its significance to them. 

12. Any possible explanation the reporting person can give regarding the disappearance. 

13. Whether foul play is suspected, and why. (41.2.5 a. b) 

C. All missing adult reports require completion of the State Police Adult Clearinghouse report, form 

SP-67. (41.2.5 b) 
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D. The reporting person should be asked to contact the department with any additional information 
and to contact friends and family of the missing adult. 


E. In cases of unusual circumstances (II.C above), the officer will contact the Shift Commander 
and a determination made regarding investigator callback. 


F. Missing adult cases will be assigned to the Criminal Investigations Division for follow up. The 

investigator will re-contact the reporting party as soon as practical to conduct the investigation. 
(41.2.5 d) 

G. Follow up investigative steps may include: (41.2.5 e) 

Cell phone tracking 

License plate reader queries 

Review of financial/debit card activity 

Contact with friends and family 

Social media presence and activity 


WM PwUNP 


IV. General procedures for clearing reports of missing adults 


A. Reported missing from Portsmouth: 
1. When it is confirmed that a missing adult has been returned or located, a supplement (see 
I.G.) will be filed under the original report number, AND 
2. The Police Records Unit notified to clear the person from VCIN / NCIC. (41.2.5 c) 


B. Reported missing from any other jurisdiction: 
1. When it is confirmed that a missing adult has been returned or located, a report (IBR code 
99BR) containing the details in Section I.G. will be filed, AND 
2. The Police Records Unit will be notified in order to message the originating agency to clear 
the person from VCIN / NCIC. (41.2.5 c) 


C. To the extent possible, a person’s desire to remain “hidden” shall be honored. The reporting 
person will be notified only of the individual’s well being. If the located person is a competent 
adult, the employee shall determine the person’s willingness for their location/whereabouts to be 
revealed, and shall obtain authorization before giving the reporting person any location or 
contact information. 


V. General procedures for handling missing children complaints (41.2.6 e) 


A. Call takers will process and dispatch the call in a timely fashion, in accordance with established 
Communications Division protocol regarding missing children in OPR-08, Police Radio 
Communications. Call takers shall determine if the circumstances of the call meet the definition 
of a missing child as defined above, notify officers of similar reports at the location, and ensure 
that a supervisor is aware of the call. (41.2.6 e) 


B. Responding personnel will determine if the incident meets the definition of “missing child”, 
“runaway,” abandoned, or abducted. 


C. Obtain an initial description and information to broadcast a BOLO, such as, race, sex, age, 
weight, height, color of hair. (41.2.5 c) 
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D. Complete the initial incident report in accordance with ADM-16. The report should contain the 
information detailed in III.C above. 
1. “Missing child” reports shall use IBR code 99B. 
2. “Runaway” reports shall use IBR code 90R. 
3. “Abduction” reports shall use IBR code 100A. 
4. Employees will complete a State Police Clearinghouse report (form SP-183) for all missing 
child reports, regardless of IBR code. 


E. In addition to the details from II.C, the following additional information should be included: 
1. Child custody issues 

a. Care should be taken to determine if the child is subject to custody orders. 

b. If no custody order exists, the officer should attempt to maintain the status quo, as both 
parents have equal rights to their children. The officer may advise the parents to petition 
for custody through the court system. 

c. Ifa child leaves the home of the custodial parent and freely goes to the home of the non- 
custodial parent, a runaway report shall be taken (and cleared). No VCIN/NCIC entries 
are required. 

d. If there is the possibility the child is a victim of kidnapping/abduction, parental or 
otherwise, the appropriate police response shall be initiated. 


2. For “runaway” reports, the following information should be included: 

a. Any known history of the juvenile, to include prior runaway incidents, delinquency, 
school problems (academic and disciplinary), and gang related activity. 

b. Any friends or associates the runaway may be with, possible locations, and possible 
vehicles. 

c. Note that the typical “runaway” is a teenager attempting to cope with a stress event or a 
chronic offender. However, each incident must be evaluated to clarify “missing child” or 
“runaway.” 


F. The initial responding officer to a report of a runaway (child 14 and older who voluntarily leaves 
the home) will broadcast a BOLO and make reasonable attempts to locate the youth. 


G. Runaway reports will be assigned to the Criminal Investigations Division for follow up. 


H. The initial responding officer to a report of a missing child (any child 13 and younger or who 


meets the II.C. “at risk” criteria) shall: (41.2.6 e) 

1. Immediately notify the shift commander. (41.2.6 b) 

2. Obtain a signed “consent to search” form for the primary residence and any outbuildings and 
vehicles. 


3. Conduct a detailed and thorough search of the primary residence, including closets, crawl 
spaces, attics (if accessible), pools, sheds, and vehicles. 

4. Identify and separately interview everyone at the scene. 

5. In cooperation with the shift commander and the responding investigator, evaluate for 
abduction and Amber Alert criteria. 

6. File the report with Police Records for VCIN/NCIC entry within two hours. (41.2.6 c) 


I. The shift commander or designated supervisor shall: (41.2.6 e) 
1. Establish an incident command post. 
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2. Determine if additional resources and or equipment are needed. 

3. Contact the Criminal Investigations Division in accordance with callback guidelines and 
notify the Chief of Police via the chain of command. 

4. Coordinate a detailed and thorough search of adjacent properties, including outbuildings, 

pools, vehicles, and brush/woods/ditches. Consent will be obtained from property owners 

prior to opening/entering any building or vehicle. 

Coordinate with assigned investigator and evaluate for abduction and Amber Alert. 

6. Ensure that we notify other local law enforcement agencies within two hours of the missing 
child. 

7. Notify the Public Information Officer. 

8. Coordinate other investigative steps as required, until relieved. 


n 


J. The investigator shall: (41.2.6 e, f) 
1. Re-contact the reporting party, if not called out to the initial incident. 
2. Assist as required with coordination of search efforts. 
3. Evaluate the need for additional resources and specialized services such as the FBI, missing 
children clearinghouses the National Center for Missing and Exploited Children. 
4. Conduct the follow up investigation, which may include: 
a. School and workplace checks. 
Social media presence and activity. 
Financial transactions (if appropriate). 
Hospital and medical facility checks. 
e. Other appropriate investigative procedures. 


an g 


K. In cases where the child is 13 and is known to be a chronic runaway (3 times or more), the CIU 
supervisor will assess the case to determine the extent of the search required, specialized services 
required, and if the Public Information Officer should be notified. 


VI. General procedures for clearing reports of missing children 


A. Reported missing or runaway from Portsmouth: 
1. Officers will file a supplement under the original report number (see I.G.) when they confirm 
that a child has been returned or located, AND 
2. Notify the Police Records Unit to clear the person from VCIN/NCIC. 


B. Reported missing or runaway from any other jurisdiction: 
1. When officers confirm that a child has been returned or located, they will file a report (IBR 
code 99BR) containing the details in Section I.G., AND 
2. Notify the Police Records Unit in order to message the originating agency to clear the person 
from VCIN/NCIC. 


C. Missing children will generally be returned to the custodial parent. Child Protective Services 
may be contacted if needed. See Section VII for release of runaways. 


D. Unless there is a clear and specific threat to the child’s well being or safety, located children will 
not be permitted to conceal their location from their parents or legal guardians. 


E. Missing/runaway children not located by their 18™ birthday shall remain in VCIN / NCIC until 
their 21“ birthday, at which time the missing child report shall be cleared and re-entered as a 
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VII. 


VIII. 


missing, endangered adult. 


Apprehension and custody of runaways 


. A juvenile taken into protective custody as a runaway is considered a status offender and cannot 


be held in any locked facility unless there are criminal charges (see OPR-16). 


. Any juvenile taken into protective custody as a runaway shall be held only so long as is 


reasonably necessary to complete identification, investigation, and processing. The child shall 
be held under visual supervision in a non-locked, multipurpose area. The child shall not be 
handcuffed or otherwise secured to a stationary object. 


Runaway child: 

1. A juvenile who has run away (or escaped) from a jail or detention home, a residential facility, 
or a home when placed there by court order, social services, or a licensed child welfare 
agency shall be released to the home or facility from which he/she ran away or escaped or 
may be detained after the issuance of a detention order. 

2. A juvenile who has run away from home shall be: 

a. Returned to the home; or 

b. Released to parents, guardian, legal custodian, or other responsible adult standing in loco 
parentis; or 

c. Placed in shelter care for not longer than 24 hours after the issuance of a detention order; or 

d. released 

3. Any officer with a documented runaway child who needs placement assistance may contact 
the Juvenile Intake Office. 

4. Reasonable attempts will be made to turn over recovered runaways from nearby 
cities/counties to parents or guardians, or a law enforcement agency with jurisdiction. If 
unsuccessful, officers will contact the Juvenile Intake Office for a detention order. 

5. Runaway juveniles from outside nearby cities/counties will be turned over to the Juvenile 
Intake Office. Officers shall provide a copy of a runaway report or hit confirmation from the 
reporting jurisdiction. 


Response to unusual circumstances 


. In any missing person incident with unusual circumstances or risk factors, consider: 


Potential crime scenes and the need to secure an area. 

Existence of potential physical evidence for collection or preservation. 

Securing (and possibly secluding) witnesses for interview. 

Community notification tools — press releases, Reverse 911, Amber Alert (restrictions apply). 
Expanded investigation and/or search resources — call back, mutual aid, canine, air or marine 
resources. (41.2.6 c) 


Gre Ga he 


The welfare of the missing adult or child is our foremost concern and will guide operational and 
investigational decision-making. When an adult or child reported missing or cannot be identified 
is found to be the victim: (41.2. 6a, e, f) 


1. For missing persons, obtain dental x-rays and charts, and medical information, including 
body x-rays. All x-rays shall be secured as evidence with copies made for investigative 
purposes. 
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2. In the event that decomposed or skeletal unidentified human remains are located the medical 
examiner’s office is to respond. 


3. Immediately entering information into the National Crime Information Center (NCIC) 
Missing Person File and as soon as the individual identifying characteristics become 
available for the state, local or national data base and Unidentified Person File. 


4. The department will make all efforts to identify the missing person. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Mental Illness OPR| 4 
Effective: 02.14.13 7 pages 
Supersedes: | 05.07.12 | CALEA: 41.2.7 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish policy and procedure for recognizing and handling persons with mental 
illness, ensuring protection of their civil rights, and providing necessary referrals. 


POLICY: The Portsmouth Police Department will strive to ensure the constitutional rights of persons 
with mental illness and will handle them in accordance with this order. 


DEFINITIONS: 


Mental Illness - a disorder of thought, mood, emotion, perception, or orientation that significantly 
impairs judgment, behavior, capacity to recognize reality, or ability to address basic life necessities and 
requires care and treatment for the health, safety, or recovery of the individual or for the safety of others. 


Emergency Custody Order (ECO) — a judicial order, usually issued by a magistrate, based on probable 
cause that a person is mentally ill, in need of hospitalization, and presents an imminent danger to self or 
others as a result of mental illness, or is so seriously mentally ill as to be substantially unable to care for 
self, incapable of volunteering, or unwilling to volunteer for treatment. 


Emergency Custody — the authority granted to law enforcement officers to detain and transport an 
individual, without prior judicial authorization, based on probable cause that a person meets the criteria 
necessary for issuance of an Emergency Custody Order. An evaluation by an employee of the 
community services board must take place immediately, and detention cannot exceed 4 hours (unless the 
Magistrate issues a two hour extension). 


Temporary Detention Order (TDO) — a judicial order issued by a magistrate, ordering the temporary 
detention of an individual in a facility capable of providing emergency psychiatric care, pending a 
commitment hearing before a court. 


Crisis Intervention Team (CIT) — designated police officers that have received specialized training on 
incidents involving the mentally ill. CIT officers perform the same job functions as other similarly 
assigned officers, in addition to handling crisis events involving the mentally ill. CIT officers are 
assigned throughout Uniform Patrol and the Community Services Unit. 


Safe Haven — a therapeutic drop-off location, managed by the Portsmouth Department of Behavioral 
Healthcare Services, which provides crisis intervention, psychiatric evaluations, referral to appropriate 
community treatment, and other related mental health services. A key component of the Crisis 
Intervention Team program, it is intended to reduce the amount of time expended by patrol officers in 
handling mental health calls. 


Safe Harbor — a multi-jurisdictional crisis triage and assessment center located at Maryview Hospital 
that operates 24 hours, 7 days a week and is staffed by Behavioral Healthcare Services (BHS) workers 
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and CIT trained Police Officers and Deputies. When directed by a BHS pre-screener to transport an 
individual there, officers can turn the individual over to the Officer or Deputy working for the Safe 
Harbor program. 


PROCEDURES: 
I. Guidelines for the Recognition of Persons Suffering from Mental Illness (41.2.7 a) 


A. Dealing with individuals in enforcement and related contexts who are known or suspected to be 
mentally ill carries the potential for violence, requires an officer to make difficult judgments 
about the individual’s mental state and intent, and requires special skills and abilities to 
effectively and legally deal with the person so as to avoid unnecessary violence and potential 
civil litigation. Given the unpredictable and sometimes violent nature of the mentally ill, officers 
should never compromise or jeopardize their safety or the safety of others when dealing with 
individuals displaying symptoms of mental illness. 


B. A subject may suffer from mental illness if he/she displays an inability to think rationally, 
exercise adequate control over behavior or impulses (e.g., aggressive, suicidal, homicidal, 
sexual), and/or take reasonable care of his/her welfare with regard to basic provisions for 
clothing, food, shelter, or safety. 


C. Recognizing Abnormal Behavior 


1. Mental illness is often difficult for even a trained professional to define in a given individual. 
Officers are not expected to make judgments of mental or emotional disturbance but rather to 
recognize behavior that is potentially destructive and/or dangerous to self or others. 


2. The following are generalized signs and symptoms of behavior that may suggest mental 
illness, although officers should not rule out other potential causes such as reactions to 
narcotics, or alcohol or temporary emotional disturbances that are situationally motivated. 
Officers should evaluate the following and related symptomatic behavior in the total context 
of the situation when making judgments about an individual's mental state and need for 
intervention absent the commission of a crime. Because we do not deal with this individual 
on a daily basis, we may not recognize “abnormal behavior,” therefore, we should get input 
from those who have the most continuous contact with the individual. 


a. Degree of Reactions. Mentally ill persons may show signs of strong and unrelenting fear 
of persons, places, or things. The fear of people or crowds, for example, may make the 
individual extremely reclusive or aggressive without apparent provocation. 


b. Appropriateness of Behavior. An individual who demonstrates extremely inappropriate 
behavior for a given context may be emotionally ill. 


c. Extreme Rigidity or Inflexibility. Emotionally ill persons may be easily frustrated in new 
or unforeseen circumstances and may demonstrate inappropriate or aggressive behavior 
in dealing with the situation. 


d. Unresponsiveness: People who have had a break with reality or have a mental illness, 
may simply turn inward and not respond to outside stimuli. In this event, officers should 
try to separate the person from dangerous situations and talk calmly to the person. 
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Attempt to get information from those closest to him/her and call for either a CIT officer 
or a mental health worker. 


e. In addition to the above, a mentally ill person may exhibit one or more of the following 
characteristics: 


i. Abnormal memory loss regarding such common facts as name and home address, 
(although these may be signs of other physical ailments such as injury or Alzheimer's 
disease); 

ii. Delusions; the belief in thoughts or ideas that are false, such as delusions of grandeur 
("I am Christ") or paranoid delusions ("Everyone is out to get me"); 

iii. Hallucinations of any of the five senses (e.g. hearing voices commanding the person 
to act, feeling one's skin crawl, smelling strange odors, etc.); 

iv. The belief that one suffers from extraordinary physical maladies that are not possible, 
such as a person who is convinced that his or her heart has stopped beating for 
extended periods of time; and/or 

v. Extreme fright or depression. 


D. Determining Danger 


1. Not all mentally ill persons are dangerous, while some may present danger only under certain 
circumstances or conditions. Officers may use several indicators to determine whether an 
apparently mentally ill person represents an immediate or potential danger to himself, the 
officer, or others. These include the following: 


a. The availability of any weapons to the suspect. 


b. Statements by the person that suggest they are prepared to commit a violent or dangerous 
act. Such comments may range from subtle innuendo to direct threats that, when taken in 
conjunction with other information, paint a more complete picture of the potential for 
violence. The potential for self destructive and violent behavior increases if there are 
MOTIVE, MEANS and ABILITY to complete any act or threat of act. 


c. A personal history that reflects prior violence under similar or related circumstances. The 
person's history may be known to the officer, family, friends, or neighbors. 


d. Failure to act prior to the officer’s arrival does not guarantee that there is no danger, but it 
does tend to diminish the potential for danger. 


e. The amount of control that the person demonstrates is significant, particularly the amount 
of physical control over emotions of rage, anger, fright, or agitation. Signs of a lack of 
control include extreme agitation, inability to sit still or communicate effectively, wide 
eyes, and rambling thoughts and speech. Clutching one's self or other objects to maintain 
control, begging to be left alone, or offering frantic assurances that one is all right may 
also suggest that the individual is close to losing control. 


II. Dealing with the Mentally Ill (41.2.7 c) 


A. If an officer determines that an individual may be mentally ill and a potential threat to himself, 
the officer or others, or may otherwise require law enforcement intervention for humanitarian 
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reasons as prescribed by statute, he or she may take the following actions. 


1. When officers come into contact with an individual with mental illness, they should, to the 
extent possible, ensure that he or she understands what is occurring. Officers should be 
aware that these individuals might have limited awareness of civil and criminal process. 


2. Request a backup officer, and always do so in cases where the individual will be taken into 
custody. 


3. Take steps to calm the situation. Where possible, eliminate emergency lights and sirens, 
disperse crowds, and assume a quiet non-threatening manner when approaching or 
conversing with the individual. Where violence or destructive acts have not occurred, avoid 
physical contact, and take time to assess the situation. 


4. Move slowly and do not excite the disturbed person. Provide reassurance that the police are 
there to help and that he or she will be provided with appropriate care. 


5. Communicate with the individual in an attempt to determine what is bothering him or her. 
Relate your concern for his or her feelings and allow him or her to ventilate his or her 
feelings. Where possible, gather information on the subject from acquaintances or family 
members and/or request professional assistance if available and appropriate to assist in 
communicating with and calming the person. 


6. Do not threaten the individual with arrest or in any other manner as this will create additional 
fright, stress, and potential aggression. 


7. Avoid topics that may agitate the person and guide the conversation toward subjects that will 
calm him or her. DO NOT try to bring the individual back to reality, as you don’t know what 
his/her reality is. 


8. Always attempt to be truthful with a mentally ill individual. If the subject becomes aware of 
a deception, he or she may withdraw from the contact in distrust and may become 
hypersensitive or retaliate in anger. 


9. When interviewing or interrogating a person suspected of having a mental illness, utilize the 
guidelines as found above and understand there may be nothing of value gained due to the 
person’s inability to either understand the questions or his/her lack of communication skills. 


10. Although mental illness does not preclude a lawful arrest, when handling a misdemeanor 
level incident where the offense appears to be related to an offender’s mental illness, officers 
should seek a non-arrest resolution when possible, except when law requires arrest. 
Discretionary considerations include: desired outcome by the victim or complainant; 
likelihood of reoccurrence; safety of the subject, officers, and/or public; and any other 
special circumstances. Other options include consultation with the Magistrate and/or a 
Commonwealth’s Attorney. 


11. Whenever possible, the dispatcher will dispatch a CIT officer to calls involving the mentally 
ill. Should a CIT officer be unavailable at the time of dispatch, a regular beat officer will be 
assigned to the call. If the responding officer determines that a CIT officer is needed, one 
will be dispatched as soon as practical. 
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IV. 


III. Voluntary Admission and Referral to Mental Health Services 


A. When appropriate, voluntary compliance with mental health treatment should be sought. A 
voluntary admission is appropriate when the mentally ill subject is capable of, and willing to 
volunteer for, treatment. 


B. Ifthe mentally ill person poses a danger to him or her self, or others, officers must take care to 
ensure that voluntary treatment is immediately sought, and if there is any uncertainty as to the 
individual’s willingness to receive treatment, the officer should follow procedures for 
involuntary admission. 


C. If an individual seeking voluntary psychiatric services requires medical attention, he/she should 
be transported to Maryview Medical Center. 


D. Adults, seeking voluntary psychiatric services who are not being transported by an officer, 
should be encouraged to utilize the services of Safe Haven during normal operating hours. 


E. When an officer transports an individual for the purpose of obtaining voluntary psychiatric 
services, Safe Harbor is the preferred location provided that the BHS pre-screener determines 
that the individual meets Safe Harbor criteria. Safe Harbor does not accept unescorted citizen 
walk-ins. 


F. Persons who have been under the care of a private physician should be referred to that physician, 
if possible. 


G. Officers will assist in transporting persons seeking voluntary psychiatric treatment when no other 
transportation means are available to the individual. 


H. When an individual accepts voluntary psychiatric services in conjunction with an officer’s 
determination that the individual poses a danger to self or others, the officer should document the 
circumstances by completing an IBR. 


Involuntary Admission — Officers may take a person suffering from mental illness into emergency 
custody based upon probable cause as provided by State Code. (41.2.7 c) 


A. When a mentally ill subject poses a danger to himself or others, whether through his statements, 
actions, or incapacity, and the individual is either unwilling or incapable of volunteering for 
treatment, the responding officer shall take the subject into emergency custody. Emergency 
custody must not exceed four hours, unless a Magistrate grants a two hour extension in 
accordance with state code. 


B. Search the subject in accordance with established search procedures, and a conduct an 
NCIC/VCIN warrant check. 


C. If the warrant check reveals that the person has escaped from an institution and a TDO or escape 
warrant is outstanding, the officer should transport him or her to the institution indicated. 


D. If there are no outstanding papers on the subject, contact the Emergency Services Hotline and 
coordinate with the staff to determine the appropriate assistance (Safe Haven, Safe Harbor, etc.) 
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ONLY if the individual requires medical treatment, should he or she be transported to Maryview 
Medical Center. (41.2.7 b) 


E. The Behavioral Healthcare Services pre-screener will respond to the location they have deemed 
appropriate to conduct an evaluation, and based on that evaluation, the pre-screener may petition 
the magistrate for issuance of a TDO. The pre-screener may also arrange for voluntary 
admission in lieu of a TDO. 


F. Ifthe Magistrate does not issue a TDO and there are no criminal charges pending, return the 
person to their home if it is in Portsmouth, or back to the place where they were initially 
detained. If seeking voluntary treatment, the officer should assist in transporting the individual 
to the treatment facility. 


G. Ifa Temporary Detention Order is issued, the officer will transport the individual to the place 
indicated on the TDO. Officers are to abide by the rules of the mental health institution 
regarding firearms, etc., while on their property. 


H. If an officer comes into contact with a recently escaped individual who had voluntarily admitted 
himself/herself, the officer has NO authority to take custody of the individual, unless there 
otherwise exists probable cause that they are committing a criminal act or that they meet the 
requirements necessary for emergency custody. Dispatchers will obtain the needed information 
concerning recently escaped persons prior to notifying officers, in accordance with guidelines for 
emergency custody situations. 


I. Maryview hospital may request police assistance in some cases where the hospital staff deems 
that a mental evaluation is necessary. The majority of these cases are handled without police 
involvement, however they will call if they have a concern about the individual attempting to 
leave or it becomes necessary to physically restrain the subject. Officers will NOT detain a 
person based solely on the staff’s belief that the person is in danger. Officers must have a belief 
based upon their own observations that a detention is necessary. 


1. Dispatchers receiving calls for assistance from Maryview should ascertain from the caller 
whether or not the mentally ill individual poses an imminent danger to himself or others, and 
this information should be communicated to the responding officer. Dispatchers must obtain 
the name and title of the complainant (person who believes the subject is a danger). 


2. If the individual is still present at the hospital, in most instances it will be necessary for the 
officer to stand by at the hospital while maintaining custody. The officer should ensure that 
the on-call mental health evaluator is contacted if the hospital staff has not done so already. 


3. Ifthe officer locates an individual meeting the criteria for custody that has left the hospital, 
the officer should coordinate with hospital staff as to the most appropriate location for the 
mental evaluation (e.g., Safe Harbor or hospital). If the person still requires physical medical 
attention, the person must be returned to Maryview. 


J. All mental health issues at Maryview, including all voluntary admissions, emergency custody 
situations, and temporary detention orders (including TDO paperwork deliveries from the 
magistrate) should be coordinated through Safe Harbor between the hours of 0730-1930, 
although physical access to Safe Harbor after 1930 hours should be via the security staff in the 
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VI. 


VI. 


Emergency Department. 


K. In all instances of an individual being taken into emergency custody, the circumstances and 


outcome should be documented by completion of an IBR. 


Safe Harbor Procedures 


A. If the Behavioral Health Care Services pre-screener directs that the officer transport the 


individual to Safe Harbor, the officer will take him or her directly there. 


. Upon arrival at Safe Harbor, the transporting officer can turn the individual over to the part-time 


Officer or Deputy. The Officer must complete the transfer of custody paperwork when turning 
the individual over. If, following evaluation, a temporary detention order is issued and the 
individual is going somewhere other than Maryview, the primary officer will respond back to 
Safe Harbor to transport the individual. 


Custody and Transportation 


A. 


An officer transporting a mentally ill subject shall follow the Department policy outlined in 
OPR-18, Handling and Transporting of Prisoners, or if the person is a Juvenile, OPR-16, 
Handling of Juveniles. 


. Officers will use proper restraining devices (handcuffs, leg shackles, etc.) as necessary to prevent 


injury to the individual and the officer. Persons believed to be a danger to self or others should 
be handcuffed, at minimum. The decision to use additional restraining devices will be based on 
the totality of circumstances and the potential for violence exhibited by the detainee. 


. Officers will notify the shift commander when transporting a mentally ill person, if necessary 


due to unique circumstances. 


. Officers shall transport persons taken into custody in a unit equipped with a safety shield. If 


ambulance transport is required, an officer shall accompany the paramedics during transport. 


Mentally ill persons taken into custody shall remain the responsibility of the arresting officer(s) 
until custody is surrendered to another officer, Safe Haven staff, Safe Harbor, or the receiving 
personnel at a psychiatric facility. 


Training (41.2.7 d, e) 


A. 


All entry level Police Officers will receive documented training on interacting with persons 
suspected of suffering from mental illness. 


All Police Officers will receive documented refresher training on interacting with persons 
suspected of suffering from mental illness at least every three years. 


APPROVED: 
Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Infectious Disease Control OPR| 44 
Effective: 05.28.12 6 pages 
Supersedes: | 01.05.93 CALEA: NA 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To provide guidelines to prevent the spread of infectious diseases to department members. 


POLICY: The Portsmouth Police Department is committed to the safety of its members in the 
performance of their duties. The department will provide information on recommended disease 
prevention practices, practical disease prevention equipment, and immunizations. Members will report 
known and suspected on duty exposures to communicable diseases according to established procedures. 


DEFINITIONS AND GENERAL INFORMATION 


AIDS (Acquired Immune Deficiency Syndrome) — A blood borne and sexually transmitted disease that 
attacks and destroys the body’s immune system. It is transmitted primarily through sexual acts or 
sharing drug paraphernalia. There is a slight chance of transmission by receiving a blood transfusion 
(although this chance is becoming rare due to testing procedures), from an infected mother to her fetus 
during pregnancy and/or from an infected mother through nursing of her infant, and from accidental 
exposure from needle sticks, cuts, abrasions, and mucous membrane exposure (eyes and mouth to blood 
or other body fluids of an infected person. AIDS makes people susceptible to infections and diseases 
that are not usually life threatening when the normal immune system is functioning. AIDS may also 
cause disorders of the central nervous system. There is currently no vaccine against the virus. 
According to the Center of Disease Control, AIDS is NOT transmitted through any of the following: 
sneezing, coughing, spitting, handshakes, hugging, or other nonsexual physical contact; toilet seats, 
bathtubs, or showers; articles worn or handled by persons with AIDS, such as, doorknobs, pens, or cups; 
being near someone with AIDS frequently or over a long period of time; riding in the same vehicle; 
eating in the same public place with an AIDS infected person; or working in the same office. 


ARC (AIDS Related Complex) — A condition caused by the AIDS virus (HIV) which has a specific set 
of symptoms, including persistent fever, weight loss, skin rashes, diarrhea, and swollen lymph nodes. 
Although these symptoms may be debilitating, they are usually not life threatening. 


HIV (Human Immunodeficiency Virus) — The virus that causes AIDS. HIV infects and destroys white 
blood cells, undermining the body’s ability to combat infections. One can be infected with HIV for 
years, even indefinitely, without ever developing symptoms. However, infected persons with or without 
symptoms may give the infection to others. 


Seropositivity — Refers to a person having antibodies to HIV, meaning that infection has occurred at 
some time in the past. A seropositive person can be infected with HIV for years without ever 
developing symptoms of AIDS. Infected persons can give the virus to others even though they may not 
have symptoms of AIDS. 
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Hepatitis B (serum hepatitis) — A viral infection that can result in jaundice, cirrhosis, and sometimes 
cancer of the liver. The virus is transmitted through exposure to blood, semen, or vaginal secretions. 


Hepatitis C — A viral infection that can result in jaundice, cirrhosis and sometimes caner of the liver. 
The virus is transmitted through exposure to blood (generally by transfusion or illicit drug use via 
needles) and rarely through sexual contact. 


Tuberculosis — A bacterial disease that can be conveyed through saliva, urine, blood, and other body 
fluids by infected persons. Tuberculosis can be either contagious or non-contagious. Tuberculosis is 
spread mainly by inhaling airborne droplets of infected coughing people. It can enter the body through 
infected mucous on the skin (as from coughing) or from inhaled droplets. It is an airborne, opportunistic 
disease and it primarily causes lung infection. Although no vaccine against tuberculosis exists, 
medications are available to treat the disease. 


PROCEDURES: 


I. The department will provide information, training, protective equipment, and immunizations as 
necessary to protect members from infectious disease. 


A. The Training Unit Commander will coordinate all departmental training in infectious disease 
recognition, prevention, and protection and will maintain all appropriate records on such 
training. 


B. The Police Personnel Unit Lieutenant will collect, process, and maintain all reports of exposure. 


C. Medical coordination will be maintained based on current city contracts. The “city physician” 
shall provide needed preventative vaccines. The “worker’s compensation/injury physician” shall 
provide needed treatment, testing, and follow up (or referral) following an exposure. 


D. The Property Management Unit (PMU) supervisor will ensure that an adequate stock of disease 
prevention materials and enough antiseptic/germicidal solution is available for issue. 


E. PMU is responsible for the proper collection and disposal of contaminated waste deposited in 
designated containers. 


F. Precautions — The following precautions are general in scope. Specific assignment oriented 
precautions and guidelines will be issued as needed: 


1. Sharp items (needles, scalpel blades, razors, knives, and other sharp instruments) should be 
considered potentially infective and must be handled with care to prevent injuries. When 
practical, sharp items will be enclosed in the appropriate containers issued or available 
through the PMU. 

2. Intravenous drug users present a high risk due to frequency of contact. Officers should 
handle disposable syringes and needles with care. To prevent needle sticks injuries, needles 
should not be recapped, and purposely bent, broken, removed from disposable syringes, or 
otherwise manipulated by hand. 

3. When the chance of exposure to blood or other bodily fluids exists, the use of disposable 
gloves is recommended. Some circumstances also may require eye protection, masks or 
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other protective coverings when performing procedures involving extensive contact with 
blood or potentially infective body fluids. 

4. Only properly qualified personnel should perform mouth to mouth resuscitation, and then 
only with the use of proper protective equipment. 


G. Hygiene and Cleaning Practices 


1. Washing exposed areas of the skin provides a high degree of protection against infectious 
diseases. Hands should be washed after touching another person, touching inanimate objects 
which may be contaminated by blood or other body fluids, or using any rest room facility. 


2. The following cleaning items are effective against infectious diseases: 


a. 


Soap and water — Used for removing transient microorganisms acquired through direct or 
indirect contact on the skin. Soap and water provide effective protection and should be 
used instead of other skin cleansing solutions. 

Infectious Disease Wipes — Officers should use disposable wipes when soap and water 
are not readily available for cleaning the skin. The skin should be washed as soon as 
soap and water are accessible. 

Topical antiseptic gels or sprays, commercially available, and rated/approved to kill the 
Hepatitis B virus. 

Household bleach — A solution of 1 part sodium hypochlorite (household bleach) and 10 
parts water is effective for cleaning counter tops and other surfaces that are contaminated 
with blood or other body fluids. 

Disinfectants - Members should use disinfectants that have a chemical germicide 
registered with the Environmental Protection Agency, such as a “hospital disinfectant’ 
spray, to clean equipment items, counter tops, or other surfaces that may have been 
contaminated with blood or other body fluids. 


3. Clothing 


a. 


b. 


Since some communicable disease viruses are most stable at room temperature, the 
chemical dry cleaning process should be adequate to decontaminate any clothing 
contaminated with body fluids. When having blood stained clothing cleaned at dry 
cleaning facilities, the cleaner should be informed in advance of the stain so appropriate 
chemicals can be used for removal. 


Any clothing item contaminated with blood or other body fluids should be removed and 
cleaned as soon as possible. 


Clothing items contaminated with blood or body fluids shall not be taken to the 
employee’s home and washed. Officers will do the following: 


1. Request a red biohazard bag from their supervisor. 

2. Place the contaminated items in the bag (if a biohazard bag is unavailable, officers 
can use of regular brown bag, however they must tag it, “blood,” “body fluids,” 
etc.). 

3. The officer’s supervisor will send an email to the PMU Sergeant and Quartermaster 
stating what items are going to the dry cleaner. 
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4. The officer will take the items to the designated dry cleaning facility. 

5. When the officer picks the items up, he or she will take the invoice to the 
Quartermaster. 

6. The Quartermaster will submit the invoice and internal requisition to the Police Fiscal 
Unit. 


4. Equipment and Department Facilities 


a. Each department member is responsible for infectious disease control to the extent 
possible by keeping his/her equipment, vehicle, and work area clean and free of 
potentially contaminated material. Officers are responsible for cleaning up any body 
fluid deposits left in their police vehicles, on equipment, or in holding/interview rooms. 

b. When washing hands after a potential exposure to blood or other body fluids ensure that 
the wash basin and surrounding area are thoroughly washed down with soap and water. 
Potentially contaminated fluids should not be left in any common use area. 


5. Protective Equipment — Current research indicates that barrier protection reduces the risk of 
disease exposure to AIDS, Hepatitis B, Tuberculosis, and many other infectious diseases. 
The use of protective equipment should be enhanced by, not used instead of, the precautions 
for disease avoidance outlined previously. The department will furnish the following 
equipment to help control infectious disease exposure. 


a. Red disposal containers marked “Contaminated Material” which are located in the locked 
PMU hallway, in the Forensic Services Unit, and at all Portsmouth Fire Stations. 
b. Protective examination type gloves. 
c. ID Technicians will also receive the following: 
1. Disposable jumpsuits 
2. Disposable foot covers 
3. Surgical head covers 


6. Packaging of Contaminated Material as Evidence — Employees must exercise extreme care 
when handling possible contaminated evidence and submitting it for forensic examination or 
for storage in PMU. All evidence containing blood or other bodily fluids must be air dried in 
the designated area prior to submission for examination, and must be packaged according to 
the guidelines set by the PMU. 


H. Disposal of Contaminated Materials 


1. Disposal and Reequipping Responsibilities 

a. Department members are responsible for the proper disposal of any contaminated item. 

b. Items with dried or absorbed contaminants may be placed in regular trash disposal 
containers. Such items will not be placed in “biohazard” packaging under any 
circumstances. 

c. Items with wet, leaking, or not fully absorbed contaminants will be placed in red plastic 
bags marked “Contaminated Material,” sealed, and deposited in the proper container. 
DO NOT dispose of leaking contaminated material in any other manner. 

d. Officers may dispose of contaminated material at their convenience during their tour of 
duty. 
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e. Members who use supplies from unit-issued kits, such as the Forensic Services Unit, will 
restock the unit kit. Replacement supplies are available from the PMU. 

f. The PMU supervisor is to ensure weekly that all of the department’s contaminated 
material containers are checked and emptied as needed. The PMU shall contact the 
department’s vendor for pickup/disposal. 


2. When a crime scene released by the police may involve a potential for communicable disease 
contamination, the primary investigating officer in charge of the crime scene will warn the 
property owner or occupants of possible health risks associated with body fluids and will 
advise them to contact the Public Health Department and to coordinate with their insurance 
carrier. 


3. When a contaminated crime scene is on city-owned property, the city’s Industrial Hygienist 
must be notified. 


4. When a contaminated crime scene is on a city-owned roadway, the investigator will contact a 
Fire Department Battalion Chief and request he or she respond to assess the scene. 


I. Report Procedures 


1. Officers will follow the hygiene and cleaning guidelines listed in this policy as soon as 
possible after any potential exposure to infectious diseases. Such incidents will be reported 
to the Shift Commander and to the member’s immediate supervisor. 


2. Supervisors receiving reports as outlined above will initiate an Infectious Disease Exposure 
Report, forward it to the Police Personnel Unit Lieutenant, complete on-duty injury forms 
and ensure that the officer seeks medical attention for an exposure. 


3. The Police Personnel Unit Lieutenant will: 


Review the report for completeness. 

Determine the exposure status (actual exposure or not). 

Contact necessary medical personnel to receive a follow-up report. 
Contact the affected officer(s) with the results of the medical report. 
Assist with any follow-up or coordination of medical attention required. 
Maintain a file, by officer, of each exposure incident. 


mepeaoop 


J. Employee Testing 


1. Ifa member has been exposed, based on the criteria for determining an actual exposure, to a 
person who has or is suspected to have a communicable disease, the member must be 
referred to a worker’s compensation panel physician. After hours, the contracted nurse will 
be alerted to respond to the emergency room. Follow up care will be with a panel physician. 


2. Any person who exposes a law enforcement officer to blood or body fluids in a manner 
capable of causing infection is deemed to have consented to the testing of his or her blood for 
infectious diseases, and to the release of those test results to the exposed law enforcement 
officer. Persons in custody shall be transported to a local hospital for these tests to be drawn. 
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In the event the person refuses to allow the tests, the department’s exposure control officer 
shall petition the General District Court for an order for the tests. 


3. Whenever a person is directly exposed to the body fluids of a law enforcement officer in a 
manner which may transmit human immunodeficiency virus or hepatitis B or C viruses, the 
law-enforcement officer whose body fluids were involved in the exposure is deemed to have 
consented to testing for infection with human immunodeficiency virus or hepatitis B or C 
viruses. The law-enforcement officer shall also be deemed to have consented to the release of 
such test results to the person. 


4. The employee who has suffered an exposure has a right to privacy regarding personal health 
records. Since there is no purpose for a supervisor to be routinely informed that a member 
has tested positive of HIV or Hepatitis B, all related medical information will be confidential. 


5. Employees who test positive for HIV or Hepatitis B will not be summarily removed from 
duty. The department will not impose any restrictions simply because of the diagnosis, for as 
long as the employees can continue to perform they’re assigned duties. These diseases are 
not spread by the casual contact normally expected in the workplace. 


6. Employees who test positive for tuberculosis will be restricted from working until it is 
determined whether or not it is contagious. Tuberculosis infected persons required 
medication and will not return to work until authorized to do so by the City Physician. 


7. The department expects all personnel to continue working relationships with any fellow 
employee recognized as having AIDS/ARC, Hepatitis B, or non-contagious tuberculosis. 
The department will consider appropriate corrective action against an employee who 
threatens or refuses to work with an infected employee, or who disrupts the work 
environment as a result of such actions. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
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Interacting With Deaf and Hard of Hearing Persons OPR| 45 
Effective: 12.21.15 6 pages 
Supersedes: | 05.01.06 

APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures to ensure effective communication when interacting with deaf or 
hard of hearing persons. 


POLICY: The Virginians and Americans with Disabilities Acts prohibit discrimination against 
individuals with disabilities and require the provision of reasonable accommodation. Pursuant to these 
Acts, it is our policy to provide sign language interpreters when communicating with deaf or hard of 
hearing arrestees, victims, witnesses, complainants or, upon request, for any eligible deaf or hard of 
hearing person wishing to participate in or attend any department sponsored program. 


DEFINITIONS: 


Deaf persons: those whose hearing is totally impaired or whose hearing, with or without amplification, 
is so seriously impaired that the primary means of receiving spoken communication is through methods 
such as lip-reading, sign language, finger spelling, reading or writing. 


Hard of Hearing Persons: those whose hearing is impaired to an extent that makes hearing difficult but 
does not preclude the understanding of spoken communication through the ear alone, with or without a 
hearing aid. 


Qualified Interpreter: an interpreter who is certified by a recognized certification agency and is skilled in 
communicating in American Sign Language (ASL). 


Direct Access: In the context of ADA requirements, direct access means that all calls from persons who 
are deaf, have hearing loss, or have speech impairments must be accepted through this department’s 
emergency communication center by whatever means we provide to other members of the public. We 
may not route them through third-party emergency service providers unless the caller asks us to do so. 


I. PROCEDURES 
A. Dispatchers 


1. Our dispatch center is equipped to receive calls from TDD and computer modem users and we 
train all dispatchers to communicate with callers using TTY and TDD equipment. 

2. The department will provide the deaf and hearing impaired direct and equal access to all 
emergency services we provide via communication through TTYs, TDD’s or alternative 
devices that are equally effective. 

3. Dispatchers shall place a high priority on response to emergency calls for service from persons 
who are deaf or have hearing impairment. 

4. All dispatchers will receive initial and periodic refresher training on the use of TDDs, TTYs, 
and techniques for handling callers who have communication difficulties. 
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5. All dispatchers will receive initial and periodic refresher training on the use of relay systems. 
B. Encounters with Persons who are Deaf or Hearing Impaired 


1. Communications problems in police-public encounters may lead to potential frustration and 
embarrassment. If an officer has difficulty understanding or communicating orally with a person 
and suspects that he or she is deaf or hard of hearing, the officer should attempt to determine 
the person’s preferred mode of communication before contacting an interpreter. Indicators that 
a person may be deaf or hard of hearing include: 


. They do not respond to sound, noises, or spoken language. 

. They point to their ear. 

. They look you in the face because they are visually dependent or may be attempting to read 
your lips. 

. They appear to be preoccupied in thought. 

. Their speech has unusual inflection and tone quality. 
They gesture with their hands that they want to write to you. 

. Inability or difficulty following verbal instructions or requests for information. 

. Evidence of increased agitation or irritability, a low frustration level, withdrawal, poor 
attention or impaired equilibrium. 
They present an identification card issued by DMV that bears the notation “Hearing 
Impaired ID.” 


A OTD 
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2. When dealing with a person who is, or who you suspect is, deaf or who has hearing 
impairment, you shall not assume that the person understands you until you can confirm this 
with appropriate responses to questions or directives. 


3. Once you identify that, or suspect, someone is deaf or hearing impaired, determine by written 
or other forms of communication the person’s preferred communication means, e.g., sign 
language, lip-reading, reading, note writing, or speech. 


4. For persons who use sign language, a family member or friend may interpret under emergency 
conditions or in minor situations for the sake of convenience when an interpreter is not 
available or required by law. In all other situations, officers shall not rely on family members 
or friends for interpretation due to their potential emotional involvement or conflict of interest. 


5. Officers shall address all questions and directives to persons who lip-read by facing them 
directly and speaking in a moderately paced conversational tone. Shouting or using 
exaggerated mouth movements interfere with the ability to lip-read. Understanding can be 
further degraded by the presence of facial hair, chewing gum, cigarettes, etc.. 


6. Officers should be aware that only about one-third of words can be accurately interpreted by 
lip-reading. Therefore, officers shall reinforce communication of a critical nature (e.g., 
Miranda warnings) by other communication means. 


7. Officers shall not assume that persons who wear hearing aids can hear and fully understand 


what is being said. Some use hearing aids to provide sound awareness rather than to increase 
speech understanding. 
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8. Highly stressful situations, background noise, multiple speakers, complex information 
and instructions can compromise the effectiveness of hearing aids. Officers should test 
comprehension by seeking appropriate responses to simple questions or directives. 


9. Deaf or hard-of-hearing persons may require additional time to understand and respond to 
commands, instructions, and questions. 


C. Sign Language Requirements — the need for the use of a sign language interpreter is governed 
generally by the length, importance, and complexity of the communication. 


1. The department will provide a qualified sign language interpreter to all deaf or hard of hearing 
victims, witnesses or complainants who communicate in sign language for all statements and 
questioning of such persons about a crime unless such person waives their right to an interpreter. 
The officer will document such waiver in the associated report. 


2. A waiver is not required for casual conversation or general informational communication 
where the officer and the citizen can mutually communicate effectively. This may apply to a 
traffic stop or other contact where the officer makes no custodial arrest or the officer releases 
the citizen on a warning or a summons. 


3. The Department will provide a qualified sign language interpreter at no cost, upon request, to 
any eligible deaf or hard of hearing person wishing to participate in or attend any Department 
sponsored program or activity. 


4. The requestor will ask the interpreter to bring proof of their credentials at the time of providing 
services. Any interpreter found to be unqualified to interpret for a deaf or hard of hearing person 
shall be replaced with a qualified interpreter. National Certifications include: 


CI- Certificate of Interpretation 

CSC- Comprehensive Skills Certificate 

CT- Certificate of Transliteration 

MCSC- Master Comprehensive Skills Certificate 

OIC:C- Oral Interpreting Certificate: Comprehensive 
OIC:S/V- Oral Interpreting Certificate: Spoken to Visible 
OIC:V/S- Oral Interpreting Certificate: Visible to Spoken 
RSC- Reverse Skills Certificate 

SC:PA- Specialist Certificate: Performing Arts 

CDI - Certified Deaf Interpreter 

NIC — National Interpreter Certification 

SC:L — Specialist Certificate: Legal 


5. The VDDHH maintains a list of qualified speech language interpreters available to provide 
services as needed (www.vddhh.org). The department will verify with VDDHH annually the 
list’s accuracy. 


Il. ARREST PROCEDURES 


A. Because some deaf or hard of hearing persons need their hands free in order to communicate, 
officers should avoid the use of handcuffs unless their use is necessary for officer safety. If 
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handcuffs are required, officers should complete all essential communication with the suspect 
prior to applying them if possible. 


B. Deaf persons and persons who have severe hearing impairments often have reduced verbal 
communication skills, speech that may be incoherent or otherwise resembles that of an individual 
who is intoxicated, and difficulty with equilibrium. Officers shall avoid administering standard 
field sobriety tests to such persons. Officers should employ the breathalyzer, blood alcohol, or 
horizontal gaze nystagmus as alternative tests. 


C. When an officer takes a deaf or hard of hearing person into custody, the officer will ensure that a 
qualified interpreter is present to facilitate communication in each of the following instances: 


1. At the earliest possible time after apprehension for arrest. 
2. During Miranda warnings. 

3. During all questioning and/or interrogation by officers. 
4. During any taking of statement(s) by officers. 


D. The arresting officer shall present notice of the right to a sign language interpreter at no cost to 
the accused before and during all questioning and/or interrogation to such arrestee. Only the deaf 
or hard of hearing arrestee may waive the right to a sign language interpreter. 


E. The deaf or hard of hearing arrestee who has waived this right may at any time request an 
interpreter and the officer must cease all questioning and communication until the qualified 
interpreter’s arrival. 


F. The interpreter shall hold an active Legal Skills Certificate from the Registry of Interpreters for 
the Deaf or other recognized licensing agency referred through the VDDHH or the Virginia 
Registry of Interpreters for the Deaf. The individual must understand; however, that there may be 
a time delay in obtaining such an interpreter. 


APPROVED: Mink Ct, Mack? 
Dennis A. Mook, Chief of Police 
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U.S. DOJGUIDE FOR LAW ENFORCEMENT OFFICERS 
When In Contact With People Who Are Deaf or Hard of Hearing 
As a law enforcement officer, you can expect to come into contact with people who are deaf or hard of hearing. 


Title II of the Americans with Disabilities Act (ADA) of 1990 prohibits State and local government from 
discriminating against an individual with a disability. Municipal and State police and county sheriff departments 
are bound by this Federal law. 


What does title II require of you when interacting with persons who are deaf or hard of hearing? Among other 
things, your communication with such an individual must be as effective as your communication with hearing 
people. 


How do you communicate? Provide aids or services as necessary to ensure that the deaf or hard of hearing 
individual understands what you are saying and that you understand him or her. These can include: 


e use of qualified sign language or oral interpreters 

e for people who are hard of hearing, speaking loudly and clearly, and use of assistive listening devices (to 
amplify sound) 

e use of gestures or visual aids to supplement oral communication 

e an exchange of written notes 

e or use of a computer or typewriter. 


What method of communication should you use? The law requires you to give primary consideration to the 
individual’s preference. Ask how the person wishes to communicate. 


For example, some people who are deaf do not use sign language and may need to use a different aid or rely on lip- 
reading. In one-on-one communication with an individual who lip reads, an officer should face the individual 
directly, and should ensure that the communication takes place in a well-lighted area. 


Honor the individual’s choice unless it would significantly interfere with your law enforcement responsibilities 
or you are confident that other means of communicating, that may be easier to provide, are just as effective. 
Remember that deaf or hard of hearing persons must be able to understand you as well as those who do not have 
hearing impairments. 


DO NOT ask a family member or friend to interpret for a deaf individual unless it is urgent to communicate 
immediately and that is the only option. If the deaf person requests that arrangement and the other person agrees, 


however, you can proceed. 


How do you know when you are communicating clearly to an individual who is deaf or hard of hearing? Ask 
the person to summarize what you are saying. Test his or her understanding. 


If the person uses sign language, what kinds of communication require an interpreter? Consider the length, 
importance, and complexity of the communication, as well as the context. 


In a simple encounter, such as checking a driver’s license or giving directions, a notepad and pencil or perhaps 
gestures will normally be sufficient. 
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During interrogations and arrests, a sign language interpreter will often be necessary. 


If the legality of a conversation will be questioned in court, such as where Miranda warnings are issued, a 
sign language interpreter may be necessary. You should be careful about misunderstandings in the absence 
of a qualified interpreter. A nod of the head may be an attempt to appear cooperative in the midst of 
misunderstanding, rather than consent or a confession of wrongdoing. 


In general, if an individual who does not have a hearing disability would be subject to police action without 
interrogation, then an interpreter will not be required, unless one is necessary to explain the action being taken. 


Example: An officer clocks a car on the highway driving 15 miles above the speed limit. The driver, who is deaf, 
is pulled over and issued a noncriminal citation. The individual is able to understand the reasons for the citation, 
because the officer exchanges notes and points to information on the citation. A sign language interpreter is not 
needed. 


Example: An officer responds to an aggravated battery call and upon arriving at the scene observes a bleeding 
victim and an individual holding a weapon. Eyewitnesses observed the individual strike the victim. The individual 
with the weapon is deaf, but the officer has probable cause to make a felony arrest without an interrogation. An 
interpreter is not necessary to carry out the arrest. 


Example: An officer responds to the scene of a domestic disturbance. The husband says the wife has been beating 
their children and he has been trying to restrain her. The wife, who is deaf, requests an interpreter. The officer 
begins by exchanging notes but the woman’s responses indicate a lack of comprehension and poor grammar. An 
interpreter is necessary to carry out any arrest. In this situation, it would be inappropriate to use a family member 
to assist with communication, even if it is offered. 


Do you have to take a sign language interpreter to a call about a violent crime in progress or a similar urgent 
situation involving a person who is deaf? No. An officer's immediate priority is to stabilize the situation. If the 
person being arrested is deaf, the officer can make an arrest and call for an interpreter to be available later at the 
booking station. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Voluntary Contacts and Investigative Detentions OPR| 46 
Effective: 01.23.12 3 pages 
Supersedes: | 05.01.06 CALEA: 1.2.3(a), 1.2.4(b) 


Approved: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for conducting voluntary contacts, investigative detentions, 
protective frisks and completing field interviews. 


GUIDELINES: Officers will conduct voluntary contacts, investigative detentions, and protective 
frisks in accordance with the law and Constitutional safeguards. Officers should use field 
interviews via MDC or hard card to document these contacts, regardless of their nature. This 
documentation serves many purposes including identifying a suspect, witness, or victim, or for 
crime prevention, intelligence gathering, community and public relations, and familiarization 
with neighborhoods and residents. 


I. Voluntary Contacts (1.2.3 a) 


A. A voluntary contact requires voluntary cooperation from a citizen. In the absence of 
probable cause to arrest or reasonable suspicion to detain, a citizen may discontinue 
the interview at any time and leave. A citizen may also refuse to produce identification 
or otherwise identify himself/herself. 


B. Generally an officer may conduct voluntary contacts anywhere the officer has a right to 
be, including: 


1. 


2. 


6. 


Publicly owned or controlled property normally open to members of the public. 
Areas intended for public use or normally exposed to public view. 


Places where an officer has been admitted with the consent of a person authorized 
to give such consent. 


Places where circumstances require an immediate law enforcement presence to 
protect life, well-being, or property. 


Areas where an officer may be admitted pursuant to a lawful arrest or search 
warrant. 


Any other area in which an officer may effect a warrantless arrest. 


I. Investigative Detentions 


A. An investigative detention is a stop and detention of a subject for a brief period of 
time in order to investigate suspicious or criminal activity. In order to conduct an 
investigative detention, the officer must have reasonable and articulable suspicion 
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based on experience and knowledge that criminal activity has occurred, is occurring, or 
is about to occur, and that the individual he or she has stopped may be involved. 


B. The courts have considered the following factors in supporting reasonable suspicion: 


1. The officer has knowledge that the person has a felony record or a history of being 
armed. 


2. The person fits the description of a wanted notice, or is wearing clothing similar to a 
broadcast description. 


3. The person has exhibited furtive conduct, such as attempting to conceal something 
from the officer or attempting to flee from police. 


4. An observed vehicle is similar in description to one wanted in connection with an 
offense and is near the offense in time and space. 


5. The person exhibits unusual behavior such as staggering. 


6. Hearsay evidence, so long as it is believable, the provider's knowledge is gauged as 
reliable, and the officer believes the information to be true at the time of the stop. 
The information may merely create reasonable suspicion or it may be sufficient to 
constitute probable cause. Anonymous tips alone cannot justify an investigative 
stop, thus officers should independently corroborate relayed information prior to 
stopping the individual. 


C. Absent exigent circumstances, officers should not move a suspect in investigative 
detention from the stop’s location. If a victim or witness needs to make an identification, 
an officer should bring that person to the suspect’s location. Further, the officer must 
continually and actively pursue the investigation. Once the detention’s purpose is met, 
the officer must release the detainee unless a further basis for continued control develops 
(i.e. probable cause for an arrest). Prolonged detention may convert the detention into 
an arrest. 


D. An officer may use reasonable, non-deadly force (including limiting movement of the 
detainee) to exercise control of the suspect. He or she must use the least intrusive 
amount of force necessary to carry out the detention. Whether or not the officer intends 
to make an arrest, the use of unnecessary control, or the use of force, may convert the 
stop into an arrest. 


E. Officers shall document all stops via their MDC field interview module or with a field 
interview card. All hard copy field interview cards are forwarded to the Crime Analysis 
Unit after they are entered into the PISTOL system. Information from these stops is then 
sent to the appropriate units for follow up action. Officers may also use a field interview 
for observation purposes. In that situation, the officer should fill out the module or card 
as completely as possible, making use of prior knowledge and current observations of the 
person or vehicle (see OPR-13, Field Interviews). 
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F. 


Officers are required to issue Miranda Warnings to a suspect only when that person is in 
police custody and the officer is going to interrogate the person. Custody, according to 
the Supreme Court, is either a formal arrest or restraint of freedom of movement 
associated with an arrest. The question of custody is resolved by examining the totality 
of circumstances including many factors, but essentially is viewed from the vantage point 
of how a reasonable person in the suspect's position would understand his/her situation 
regarding being in custody versus free to leave. 


Once an in-custody subject asserts the right to counsel, officers must cease any 
questioning. This continues as long as the subject remains in pre-trial custody. This 
rule is NOT charge specific - it applies to ALL cases and matters (however, where a 
suspect who has asserted his right to counsel in response to Miranda warnings has 
experienced a break in custody of at least 14 days, police can re-initiate contact with the 
suspect and re-warn the suspect of his rights under Miranda (Maryland v. Shatzer)). 


l. Protective Frisk (1.2.4 b) 


A. 


In some, but not all, circumstances, an investigative detention may be accompanied by 
a protective frisk. Not every stop justifies a frisk. If an officer believes that the person 
stopped intends to do him or her bodily harm or is carrying a concealed weapon, the 
officer may conduct a limited pat down of the person's outer clothing for a weapon. If 
the person is wearing heavy outer garments, the officer may have the person remove 
them so that he or she can be patted down. In every case, the officer must have a 
particular articulable suspicion, and cannot as a general rule pat down everyone for 
officer safety reasons. 


Under certain conditions, a protective search for weapons may extend to an area 
beyond the person's clothing. This type of search usually involves the inside of a 
vehicle or building within the immediate control of the suspect. The conditions required 
are: 

1. There must be a lawful investigative stop or lawful vehicle stop. 


2. The officer has a reasonable belief that the suspect creates a danger to 
himself/herself, the officer, or the public. 


3. The search is limited to only the areas where a weapon may be placed or hidden. 


4. The search is limited to the area within the suspect's immediate reach or grasp. 


. If the suspect moves about, the officer can remain with the individual for the stop’s 


duration and conduct a protective search of the areas that come within the suspect's 
immediate control, even if this action necessitates entry into the suspect's home. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Vehicle Video Recorders OPR| 47 
Effective: 04.13.12 3 pages 
Supersedes: | 03.15.09 CALEA: 41.3.8 

APPROVED: Edward G. Hargis, Chief of Police 


Purpose: The Portsmouth Police Department maintains a vehicle video recorder system. This system’s 
purpose is to provide additional evidence in the prosecution of criminal or traffic offenses and to provide 
unbiased documentation to support department member’s actions. (41.3.8) 


Guidelines: Officers will use the system, where available, to record actions, conditions, and statements 
that could be used in the prosecution of criminal and traffic offenses. This equipment is not intended to 
be operated in “record” mode continuously during routine patrol and there is no expectation of privacy 
in any event or message recorded on this equipment. 


Procedures: 
I. Equipment Operation (41.3.8 a) 
A. Officers assigned to video recorder equipped vehicles are responsible for the proper use and care 


of the equipment. It will be operated and maintained according to the manufacturer’s 
instructions and recommendations and the procedures set forth in this Directive. 


No person will make alterations to the video equipment settings except as authorized by the 
Chief of Police or designee. 


Officers will determine if the video recorder and microphone are working properly at the 
beginning of their shift and will report equipment malfunctions to a supervisor immediately. 
Vehicles with inoperable video recorders will be placed out of service, unless the shift 
commander authorizes the vehicle’s use. If the external microphone(s) do not sync, the system is 
deemed inoperable. 


. Officers will turn the equipment on at the beginning of each shift and it will stay on until the end 


of each shift, however it will not record events unless or until activated. 


Officers will ensure that the wireless microphone is synchronized with the recorder and remains 
in the “on” position at all times. 


Officers will log into the system prior to leaving headquarters. 


. Only supervisors are authorized to remove/replace recording media. Officers are strictly 


forbidden to tamper with or remove recording media. (41.3.8 b) 


. The recorder can be activated by: 


1. Activating the vehicle’s emergency equipment; 
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2. Manually pressing the record button on the recording unit or the wireless microphone; 
3. Activation of the crash sensor, speed sensor or other internal sensors. 


I. Recording can only be stopped by manually pressing the stop button on the control panel. 


J. When the recorder is actively recording a police contact involving a traffic infraction or criminal 
activity, the officer will not turn it off until the contact has ended and the citizen or officer has 
left the scene. In contacts that result in arrest, the recorder will stay activated until the officer 
arrives at his/her destination and has removed the suspect from the vehicle. All on-scene officers 
shall keep their recorders on until the arresting officer leaves the scene. Officers may stop 
recording during non-enforcement activities such as directing traffic or maintaining a post to 
control access. 


K. Officers will ensure the video properly records traffic stops and other enforcement actions. To 
properly record the activity, the officer should ensure the following: 


1. The video camera is positioned and adjusted to record the event. 

2. The video equipment is not deactivated until the enforcement action is completed. 

3. Their wireless microphone is activated in order to provide narration with the recording. 

L. Officers may also use the vehicle video recorder to document: 

1. Actions of suspects when their operation of a motor vehicle provides probable cause for 
police action, during interviews, and when performing sobriety checks if the recording 
would prove useful in court proceedings. 

2. Circumstances at crime and accident scenes or other events such as the documentation and 
confiscation of evidence or contraband. 

3. Actions of individuals or groups involved in suspicious or illegal activity. 


M. Officers will not attempt to erase or alter recordings. (41.3.8 b) 


N. Officers will request new recording media when the current media shows nearing full. The 
recorded product will be uploaded to the video server unless otherwise directed. 


O. Officers are encouraged to inform their supervisors of any recorded incidents that may be of 
value for training purposes. 


P. If an incident report is completed on an event that has been recorded, officers will document that 
fact in the narrative of the report along with the number of the vehicle that recorded the event. 


Q. Officers will also document recordings in case files and DUI case file checklists. 


R. Officers will notify the shift supervisor as soon as practical of a recorded incident that may be of 
evidentiary value. The shift supervisor will review the video to determine evidentiary value. 


S. If, after review, the supervisor determines that the recording is of evidentiary value, he or she 
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II. 


will remove/upload it immediately to preserve it as evidence. The recording will be maintained 
until such time as the court case is disposed of. (41.3.8 c) 


II. Recording Control and Management (41.3.8 b) 


A. Recordings used in the video recorders are the property of the Portsmouth Police Department and 
are not to be copied for use, other than in accordance with section III below, without the 
permission of the Chief of Police or designee. 


B. Recordings with evidentiary value for any criminal or civil proceeding shall be appropriately 
secured in the video library. Duplicates, when necessary, will be maintained in accordance with 
section II, Use of Recordings in Court, below. 


1. They are subject to the same security restrictions, inspectional processes and chain of 
evidence safeguards as detailed in OPR-04, Handling of Evidence. 

2. They will not be released to another criminal justice agency without prior approval from 
the Chief of Police or his/her designee. Agencies requesting a copy of recorded sequences 
obtained by this department must make the request in writing to the Chief of Police. 


C. Uniform Patrol supervisors are responsible for: 


1. Replacing the recording media as needed during their shift so that recording capability is 
not impeded; 

2. Labeling video tapes (when utilized) with vehicle number, installation date, and removal 
date; 


D. Non-evidentiary recordings will be kept for a minimum of 90 days following the recovery date. 
(41.3.8 c) 
Use of Recordings in Court 


A. When a recorded segment is required for prosecution, only Technical Services Unit personnel 
will provide a duplicate of the segment pertaining to the incident to the officer. The original will 
be kept in storage until all appeals are exhausted. 


B. The requesting officer will place the duplicate recording in Property & Evidence. It will remain 
there until all appeals are heard. It can then be returned to the Technical Services Unit for 
disposal. 

C. Officers will utilize the video kits in OSC, if available, to present video evidence in court. 


Officers will notify the court at least one day in advance if a recorded event will be presented as 
evidence and court video equipment is needed.. 


Approved: 2 LOL 
Edward G. HargiS\Cħief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Automated External Defibrillators Program OPR| 48 
Effective: 08.31.12 3 pages 
Supersedes: | 12.01.04 CALEA: N/A 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: The Portsmouth Police Department will provide lay responder service for cardiac 
emergencies by equipping select department members or facilities with Automated External 
Defibrillators (AED). 


GUIDELINES: The Chief of Police will appoint an AED Service Coordinator to manage this program. 
Every member of the department will be familiar with circumstances that may require the use of an 
AED and will follow established procedures for AED use and deployment. Virginia State Code § 8.01- 
225, also known as the Good Samaritan Law, exempts the department and its members from liability 
when an AED is used in accordance with established protocols and standards. 


PROCUDURES: 
I. Training and Record Keeping 


A. All department members will receive familiarization training regarding the benefits of AED 
deployment within the department. 


B. Select officers (AED Officers) will be trained in Cardiopulmonary Resuscitation and the 
American Heart Association (AHA) Heartsaver AED course. Other employees may/will be 
trained as staff and schedules allow. 


C. The Training Unit will provide periodic refresher training for: 


1. All department members in the form of familiarization training. 
2. All AED Officers in the form of re-certification training as presented by the AHA. 


D. The AED Service Coordinator will evaluate the program on a routine basis to ensure it is being 
operated according to this procedure and AHA training guidelines. These evaluations will be 
documented for historical and accreditation purposes. The following records will be maintained: 


1. Employee CPR and AED training. 
2. Monthly maintenance and inspection reports. 
3. Activity log detailing assignment of AEDs and any use of the device. 


II. Indications for Use 


A. Automated External Defibrillators are intended for use in cases of sudden cardiac arrest in 
persons over eight years old with suspected medical causes of collapse. 


B. AEDs are generally not indicated for traumatic deaths such as falls, auto accidents, and gunshot 
wounds. 
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III. General Operational Procedures 


A. 


AEDs will be deployed to assigned units within the department, to include the Booking / 
Processing Unit and associated prisoner holding areas, the Training Unit, and the 
extradition/fugitive squad. Additional AEDs, if available, may be assigned to operational units 
for “on-street” deployment and incident response. 


AEDs will be used in accordance with current American Heart Association training, as indicated 
in II.A above, and AHA coronary care guidelines. This use shall also include cardio-pulmonary 
resuscitation (CPR). 


Employees using an AED will ensure that EMS is notified and responding, by calling 911 or 
using a radio system to request assistance. Employees will specify “full arrest, CPR in progress” 
when requesting EMS. 


. In the event AEDs are deployed in the field, personnel may be alerted by dispatch of a 


respiratory arrest. 


1. AED-equipped officers will use discretion in responding, based on distance to the call and 
the likelihood of Fire/EMS arriving on the scene first. 

2. AED-equipped officers will not deploy the device on a victim when there is verification of a 
written Do Not Resuscitate Order (DNR). 

3. AED-equipped officers will relinquish all medical control and transfer care to the on-scene 
Fire/EMS personnel or other trained medical personnel that may arrive on scene, such as a 
medical doctor. 


Employees assigned AEDs or Unit Supervisors (of units with AEDs) are responsible for 
replacing any disposable equipment used on an AED deployment. Reusable equipment shall be 
cleaned and disinfected promptly. 


IV. Medical Direction Agreement 


A. 


The department will arrange for medical direction to be provided as needed by a licensed 
physician with a specialty in Emergency Medicine or Cardiology. The medical direction may 
consist of: 


1. Development and review of procedures defining patient care standards and AED utilization. 
2. Review of response documentation and rescue data for all uses of the AED. 
3. Oversight of initial and continuing AED training. 


V. Quality Assurance and Reporting 


A. 


B. 


AED Officers that utilize the AED will complete a patient care incident report as provided by the 
Virginia Office of Emergency Medical Services or similar department form. 


One copy of this form is to be given to the responding EMS personnel. 
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C. The original and remaining copy shall be routed to the department's AED Service Coordinator 
who will forward the copy to the Medical Director for a medical review. 


D. Should the resuscitation be unsuccessful, one copy of the report shall be attached to the police 
IBR for the death report. In this case, a photocopy of the original shall be forwarded to the 
Medical Director. 


E. The AED Service Coordinator and the Medical Director will meet as needed to review the 
department's use of the AED as well as specific patient outcomes. 


F. When there is a successful resuscitation, the AED Officer shall be recognized through the 
Department's Award Committee. 


VI. Basic Maintenance & Care 


A. Check the status indicator daily to ensure that it is green. If the indicator is red, refer to the 
trouble-shooting guide in the user manual. 


B. The AED Service Coordinator will assure annual maintenance is performed to confirm that each 
AED is functioning properly and to verify case and accessory integrity. He or she will take out 
of service and mark as such any AED equipment which is not in proper working order and 
properly maintained. The equipment's User’s Manual specifies the required maintenance for 
proper annual maintenance procedures. 


C. The AEDs constitute "issued equipment," and as such, the individual AED officers are 
responsible for the device at all times. Those AED officers with assigned vehicles may keep and 
store the AEDs in their assigned vehicle. While on duty, they may normally be stored in the 
trunk, with the exception of extremely cold weather conditions, when the officer should store the 
device in a safe location inside the passenger compartment. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
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ial ions Plans OPR| 49 
Effective: 12.30.15 2 pages 
Supersedes: 12.01.04 CALEA NA 

APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish the requirement for an approved Operations Plan prior to conducting or 
participating in any special operations. 


GUIDELINES: Department members will not conduct or participate in any special operation without a 
pre-approved Operations Plan. These operations may include, but are not limited to: spotting operations, 
buy-bust, prostitution stings, search warrant execution, traffic checkpoints, decoy operations, special 
events, and other similar activities that require the mobilization and/or coordination of manpower and 
assets. 


PROCEDURES: 


I. In order to conduct or participate in special operations, the lead officer must complete an Operations 
Plan (PPD form 160) and submit it for approval through their chain of command to the appropriate 
Bureau Commander prior to the plans execution. The plan must include in detail: 


. The purpose of the operation. 

Any suspects or other individuals that may be present including children and animals. 
Any specific threats or danger that may exist. 

Specific information on the roles and responsibilities of those involved. 

Description of any specialized equipment officers will use. 

. A detailed contingency plan. 

A detailed medical plan. 


MOOROWp 


II. Supervisors should consider the following when reviewing Operations Plans: 


. The potential danger to the officers and the public. 

The training and experience of those involved. 

Any limitations of equipment officers will use and officers training in its use. 

. The availability of back-up officers. 

The supervisor will complete the Department’s Search and Arrest Warrant Risk Assessment in 
order to analyze the need for SWAT. The supervisor will forward the assessment with the 
operations plan to the approving Bureau Commander. 


HOO Wp 


Ill. Briefings: 


A. The lead officer will conduct a briefing to all officers involved in the operation under the direct 
supervision of the first line supervisor and Division Commander. A Bureau Commander will 
attend the briefing unless the Bureau Commander approves the first line supervisor to oversee 
the briefing. Officers who do not attend the briefing will not participate in the operation. The 
briefing will consist of: 
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1. The criminal histories (if known) of any suspects or other individuals who may be at the 
location(s). 

. A layout of any building that officers may enter. 

The presence or possible presence of weapons. 

Team member assignments, locations (perimeter, surveillance, etc.) and car assignments. 

. Information revealed by pre-raid surveillance. 

. Medical plan. 


AuKRWHN 


IV. When conducting special operations, including those involving other agencies, a Portsmouth Police 
Supervisor with the rank of Sergeant or above must be on the scene of the operation and in charge 
of police activities. 


Nothing in this Directive precludes officers from the use of routine observation activities that are 
normally associated with patrol functions. 


V. The Division Commander will complete an after action report (AAR) at the conclusion of every 
special operation. The report will contain the following information: 


Operation timeline; 

Operation results, listed individually; 

Observed problems that arose; 

Follow up recommendations for future operations. 


eee 


The completing Commander shall disseminate the AAR to all Division and Bureau Commanders for 
review and comment for consideration on future special operations. 


APPROVED: See Ge, Mook 


Dennis A. Mook, Chief of Police 
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Foreign Nationals and Diplomatic Immunity OPR_ 50 
Effective: 01.23.12 5 pages 
Supersedes: | 03.22.11 CALEA: 1.1.4 

Approved: Edward G. Hargis, Chief of Police 


POLICY: The Portsmouth Police Department will comply with all instructions of the United States 
Department of State as outlined in Diplomatic and Consular Immunity relating to the arrest and 
detention of diplomatic and consular personnel, and Consular Notification and Access relating to the 
arrest and detention of foreign nationals, deaths of foreign nationals, and related issues pertaining to the 
provision of consular aid to a foreign national with whom our members come in contact with in this 
country. 


PURPOSE: To establish guidance for members who come in contact with foreign nationals, subjects 
claiming to be foreign nationals, diplomatic officers, and consular officers. 


DEFINITIONS: 


A. Arrest or detention: any arrest, detention, or other commitment to custody which results in a foreign 
national being incarcerated or held in custody for more than a few hours triggers consular 
notification requirements. 


B. Foreign National: any person who is not a U.S. citizen; same as “alien.” Aliens who are lawful 
permanent residents in the United States and who have a resident alien registration card (“green 
card”) are foreign nationals. So are undocumented or “illegal” aliens. 


C. Consular Officer: a foreign official authorized by the Department of State to provide assistance to 
the foreign government’s citizens in the United States. 


D. Diplomat: a foreign officer at the country’s embassy in Washington, D.C. assigned to represent the 
country. Diplomats may also perform consular functions and should be treated the same as a 
consular officer. 


PROCEDURES - GENERAL: 


A. Requirements pertaining to foreign nationals (see State Department publication Consular 
Notification and Access): 


1. When foreign nationals are arrested or detained, they must be advised of their right to have their 
consular officials notified. A brief traffic stop or an arrest resulting in a summons for 
misdemeanor and release at the scene does not trigger this requirement. The notification 
obligation is triggered at the time of booking as the notification process begins when the foreign 
national is booked into the jail. The booking officer who processes the foreign national is 
responsible for implementing the notification process. The Shift Commander shall document the 
notification in the shift report. 
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2. There are two types of notification, mandatory and “upon request.” If in doubt, contact the State 
Department. 


a) Mandatory Notification: In some cases, we must notify the nearest consular officials of the 
arrest or detention of a foreign national, regardless of the national’s wishes. Officers can find 
the list of countries which require mandatory notification at 
www.travel.state.gov/consularnotification. 


1. Determine the foreign national’s country. In the absence of other information, 
assume this is the country on whose passport or other travel document the foreign 
national travels. Absent citizenship documentation or other evidence to the 
contrary, accept the foreign national’s statement as to his or her nationality. 


2. Notify the nearest consulate of the foreign national’s country via fax immediately 
or as soon as reasonably possible, and in no case longer than the end of the 
booking shift. Contact information for consulates is at 
www.travel.state.gov/consularnotification. 


3. Never tell the consular officer that the foreign national has requested asylum. If 
the consular officer insists on information the foreign national does not want 
disclosed, contact your supervisor or the Department of State at 703-647-4415. 


4. You should inform the foreign national you have made notification to his/her consulate. 
You can find a sample statement form at www.travel.state.gov/consularnotification. 


5. Make a note of the completed notification in your incident report, and keep the fax and 
fax confirmation sheet. 


a) “Upon Request” Notification: 


1. Ifthe foreign national is from a “non-mandatory” country, inform him/her that he/she 
may have his/her consular officers notified of the arrest or detention. You may use the 
sample statement, available in several languages, at 
www.travel.state.gov/consularnotification 


2. Make a note in your incident report of the foreign national’s decision, and keep the fax 
and fax confirmation sheet, if applicable. 


3. Ifthe foreign national requests notification, notify the nearest consulate of the foreign 
national’s country as soon as reasonably possible but no later than 72 hours after arrest. 


4. Consular officials are entitled to the same access privileges as attorneys visiting a client. 
They are required to adhere to the same visitation guidelines, rules and regulations as 
attorneys. 


5. Consular officials and diplomats must have proper identification to gain access. They 
should carry identification cards issued by the State Department.. If you have doubt as 
to the authenticity of the identification card, call the State Department at 202-647-1985 or 
after hours at 571-345-3146 or 866-217-2089. 
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B. Diplomatic Immunity from Arrest or Detention (see State Department publication Diplomatic and 
Consular Immunity): 


1. Diplomatic immunity is a principle of international law by which certain foreign government 
officials are not subject to the jurisdiction of local courts and other authorities for both their 
official and, to a large extent, their personal activities. Employees of a diplomatic mission are 
entitled to the same immunities under current U.S. law if they are not nationals of, or 
permanently residing in the receiving country. 


2. While a person claiming diplomatic immunity may present any number of identification papers, 
only one is indicative of the level of privilege and immunity. This card is issued by the 
Department of State. The holder’s level of immunity is indicated on the card by color of the 
border. 


a) BLUE BORDERED CARDS: Diplomatic officers and their families, UN diplomatic officers 
and their families. Full criminal immunity and may not be arrested or detained. 


b) GREEN BORDERED CARDS: Embassy administrative and technical staff. Full criminal 
immunity and may not be arrested or detained. Embassy technical staff — limited immunity 
to official acts only (read the back of the card) 


c) RED BORDERED CARDS: Career consular officers and their families limited — immunity 
for official acts only. Exception — Officers/employees and their families that come from 
countries that have a special agreement with the United States have full immunity (read the 
back of the card). You may issue career Consular officers traffic tickets for non-criminal 
offenses. 


If a person claiming immunity does not posses one of these cards and the incident involves a 
criminal offense, officers may detain the person either at the scene or at the department long 
enough to verify official status. These identification cards are generally reliable, however, 
officers are urged to seek verification in connection with any serious incident or in any case 
where they have reason to doubt the validity of the card. 


d) Other forms of identification that indicate diplomatic or consular employment: 
1. Tax Exemption Card: Blue background with I.D. picture and words “Mission Tax 
Exemption Card”. This card does not provide immunity without one of the cards noted in 


2 a, b, or c above. 


2. Non-Driver ID: Blue background with I.D. picture and words “Non-Driver ID”. This 
card does not provide immunity without one of the cards noted in 2 a, b, or c above. 


3. Drivers License: Blue background with I.D. picture and words Drivers License. This 
card does not provide immunity without one of the cards noted in 2 a, b, or c above. 


4. When encountering a criminal suspect who claims diplomatic immunity, officers will 
first take reasonable measures, including pat-downs or other legal searches to ensure 
safety to the public and other officers. Verification of the diplomatic claim will take 
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place after you have neutralized any danger. If required to release the individual because 
of diplomatic immunity the normal criminal investigation will proceed as if no valid 
diplomatic immunity claim has been made. However, interviews, interrogations, seizures 
of evidence, or issuance of warrants, should proceed as in any investigation with the 
guidance and advice of the Department of State. 


5. Officers should be alert to the fact that newly arrived members of diplomatic and 
consular staff may not yet have these official identity documents and should contact the 
U. S. Department of State, Office of Protocol, at 202-647-1985 or 202-647-7277 with 
situations in which the individual claims immunity but does not have the necessary 
documents, and indicates that he or she has recently arrived in the United States. 


6. Passports containing U. S. “A” or “G” visas are issued to a broad range of persons, 
including those who are accredited to the United States or to internal organizations and 
who therefore have no privileges and immunities in the United States. Possession of these 
type documents indicates that the bearer might be entitled to privileges and immunities. 
In cases of doubt, contact the Department of State. 


C Handling Arrest/Traffic Arrest 


1. When an Officer is called to the scene of a criminal incident involving a person or suspect who 
claims diplomatic immunity, the first step is to verify his/her status with the State Department. If 
the suspect has demonstrated personal reliability he or she may not be handcuffed and not be 
arrested or detained. Once you obtain all pertinent information, you must release that person. 
Fax or mail a copy of the incident teport to the State Department. If the individual poses a threat 
to health and safety, officers may handcuff and restrain the individual. However once the danger 
has passed you must release them from the restraint. 


2. Stopping a mission member or dependant and issuing a traffic summons does not constitute an 
arrest or detention. However, the subject may not be compelled to sign the citation. Certain 
persons will be exempt, if in doubt, contact the State Department. 


3. You should forward a copy of all summon(es) and any other documentation regarding the traffic 
stop to the State Department as soon as possible. For “must appear” offenses/arrests, the State 
Department uses the citation and any report as the basis for requesting an “express waiver of 
immunity.” 


4. In serious cases, e.g., DUI, accidents and personal injury, telephonic notification to the State 
Department is requested. If you have a serious case, conduct your investigation as best you can 
based upon the evidence before you. 


D Deaths of Foreign Nationals 


If we become aware of the death of a foreign national in our jurisdiction, we must ensure that we 
notify the nearest consulate of that national's country of the death. This will permit the foreign 
government to make an official record of the death for its own legal purposes. For example, such 
notice will help ensure that passports and other legal documentation issued by that country are 
canceled and not reissued to fraudulent claimants. In addition, it may help ensure that the foreign 
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national's family and legal heirs, if any, in the foreign country are aware of the death and that the 
death is known for estate purposes in the foreign national's country. 


APPROVED: 


Edward G. is, Chief of Police 


OPR-50 Foreign Nationals and Diplomatic Immunity ( 01.23.12) Page 5 of 5 


Portsmouth, Virginia Police Department 
Department Organization 
Respiratory Protection Program OPR | 51 


Effective: 07.01.07 5 pages 
Supersedes: | N/A (New Policy) 


PURPOSE: To establish a policy for the training, maintenance and use of Department 
approved Air Purifying Respirators and canisters in accordance with Occupational Safety and 
Health Administration (OSHA) Regulation 29 CFR 1910.134. 


POLICY: The Portsmouth Police Department makes personal protective equipment (PPE) 
available to all departmental First Responders for use in situations where exposure to airborne 
contaminants is reasonably foreseeable and/or when necessary to affect an immediate 
escape. The Department will provide Air Purifying Respirators (APRs) that meet required 
National Institute for Occupational Safety and Health (NIOSH) standards. 


DEFINITIONS: 


Air Purifying Respirator (APR) — an air-purifying respirator intended for use in atmospheres, 
which are not immediately dangerous to life or health (non-IDLH, as determined by the fire 


commander). Intended for applications that may require the user to enter or exit a hazardous 
area, or work within an area for a limited time. 


N95 Respirator Mask - Meets NIOSH N95 Rating for SARS and Anthrax, providing a 
minimum of 95% filter efficiency against certain solid and non-oil based particles. 


CBRN Canister — protects against the full spectrum of potential and non-traditional Chemical, 
Biological, Radiological, and Nuclear threats. 


High Efficiency Particulate Air (HEPA) Filter - A filter that is at least 99.97% efficient in 


removing mono-disperse particles of 0.3 micrometers in diameter. The equivalent NIOSH 42 
CFR 84 particulate filters are the N100, R100, and P100 filters. 


Safe Escape Hood - A NIOSH-approved hood-style respirator with CBRN canister designed 
to provide a 15 min. emergency escape. 


Fit-test — the use of a protocol to qualitatively or quantitatively evaluate the fit of a respirator 
on an individual. 


Immediately Dangerous to Life or Health (IDLH) — an atmosphere that poses an immediate 


threat to life, would cause irreversible adverse health effects, or would impair an individual’s 
ability to escape from a dangerous atmosphere. 
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First Responder - Those individuals who in the early stages of an incident are responsible for 
the protection and preservation of life, property, evidence, and the environment. This includes 
all sworn personnel and selected non-sworn personnel whose response may be required. 


Primary First Responder - Those personnel who are most likely to arrive first on the scene in 
the early stages of an incident. This includes, but is not limited to, sworn personnel assigned 
to Patrol Operations Division, Community Services Division, School Resource Officers, Special 
Units and Strategic Traffic Unit. 


Limited First Responder - Any employee who would ordinarily be designated as a First 
Responder, but has not been properly trained, fit-tested and medically cleared for APR usage, 
and is otherwise fit for duty. 


Procedures 


The above listed APRs and Respiratory Masks do not supply oxygen and must be utilized 
only in areas where there is sufficient oxygen to sustain life. In atmospheres that are 
Immediately Dangerous to Life or Health (IDLH) they shall only be used as a means of 
immediate emergency escape/evacuation. 


Responsibilities 


A. 


The Program Administrator shall implement and maintain program requirements as 
outlined in OSHA 29 CFR 1910.134(c)(1)(i — viii) and conduct periodic evaluations of 
the program’s effectiveness. 


Respiratory protective equipment is part of an officer’s personal protective 
equipment (PPE). Supervisors shall ensure that each officer under their command 
has access to the proper respiratory protection: 


1. Primary First Responders - Air Purifying Respirator (APR) 
2. Limited First Responders - Safe Escape Hood 


The Program Administrator will ensure that officers issued APRs are properly fit- 
tested and trained in their use, care, limitations, inspection, maintenance, and proper 
storage prior to initial use and annually thereafter. The Program Administrator shall 
also ensure that cartridges that exceed their shelf life are replaced. 


The Portsmouth Police Department shall provide for a medical evaluation to 
determine the employee's ability to use a respirator before he or she is fit-tested or 
required to use the respirator in the workplace. The health care provider will provide 
the department with a written recommendation regarding the employee's ability to 
use the respirator (OSHA 29 CFR 1910.134). An employee cannot be issued an 
APR until this evaluation is completed, and will be classified as a “Limited First 
Responder” until otherwise approved. 


1. Limited First Responders will be equipped with a NIOSH/CBRN-compliant Safe 
Escape hood, intended for escape/evacuation from a contaminated environment 
only. It is not intended for entry into, or working within, such environment. 
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2. In the event of an incident where APRs are to be worn, a Limited First Responder 
will be detailed elsewhere to an assignment that does not require the wearing of 
an APR. 


3. Supervisors will be given a list of employees who are Limited First Responders. 
In the event a supervisor unknowingly or inadvertently directs a Limited First 
Responder into an area requiring APR protection, it is the employee’s 
responsibility to remind or notify the supervisor he or she is a Limited First 
Responder. 


4. A Limited First Responder may be authorized to work part time jobs as long as 
the position does not have a high probability of needing a respirator (i.e. inside 
chemical plant). 


E. The Department will follow up whenever an APR user reports medical signs or 
symptoms related to the ability to use the respirator or the Program Manager or 
supervisor recommends re-evaluation. 


lll. | Fit-Testing: Only personnel who are properly trained, fit-tested and medically cleared will 
be authorized to use the APRs. The testing and evaluation process is critical to ensure 
the safety of all officers. 


A. When reporting for fit-testing, employees must meet compliance with facial hair 
requirements established in Department Directive ADM-17, Dress Code & Grooming 
Standards, Sec. III.B. 


1. In accordance with OSHA 1910.134(g), the Department will not permit respirators 
with tight-fitting facepieces to be worn by employees who have facial hair that 
comes between the sealing surface of the facepiece and the face or that 
interferes with valve function; or any condition that interferes with the face-to- 
facepiece seal or valve function. 


2. Any employees with a current valid exemption from the shaving requirements of 
Department Directive ADM-17, Dress Code & Grooming Standards, Sec. III.B, 
will be designated as a Limited First Responder and will be provided with a Safe 
Escape Hood in lieu of an APR, until such time as they are medically cleared, 
properly trained and fit-tested for APR usage. 


B. Trained officers will fit-test all personnel in compliance with OSHA 29 CFR 
1910.134(f) prior to their using department issued APRs, and annually thereafter. 
Respirator fit-testing shall be documented and include the type of respirator, brand 
name and model, method of test and test results, test date and the name of the 
instructor/tester. PPE instructors shall instruct all new personnel on the proper wear 
and positioning of the APR prior to fit-testing. 
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Vi. 


Vil. 


C. The Program Administrator shall conduct an appraisal of the effectiveness of the 


respirator program at least annually. He/she shall take action to correct defects 
found in the program. The evaluation of the Respiratory Protection Program will 
include investigating wearer acceptance of respirators, inspecting respirator program 
operation, and appraising protection provided by the respirator. The Program 
Administrator will document findings of the evaluation, and this documentation will 
list plans to correct faults in the program and set target dates for the implementation 
of the plans. These evaluations will be conducted at least annually. 


Training 


A. All officers will receive initial and annual refresher training on the proper use of APRs 


in accordance with OSHA standards and manufacturers guidelines, and this training 
shall include both routine and emergency procedures. This training will also meet 
the requirements of OSHA 29 CFR 1910.134(k)(1). 


B. Initial and annual training will include a review of the respiratory hazards which 


officers may be potentially exposed to during routine and emergency operations. 
This training will also cover donning and doffing procedures for respirators, their 
limitations and maintenance procedures. 


C. The Training Unit is responsible for appropriate training and record keeping of 


personnel certified to utilize APRs. 


Use and Storage of APRs, Safe Escape Hoods & Respiratory Masks 


Officers shall use and replace APRs and canisters, Safe Escape Hoods and/or 
Respiratory Masks in accordance with manufacturer’s guidelines. The selection of the 
appropriate APR canister is dependent upon the respiratory hazard as determined by 
the Incident Commander. If the hazard is unknown, Officers should utilize the highest 
level of protection available (CBRN). 


Cleaning Procedures 


A. Officers shall clean respirators in accordance with OSHA 1910.134 App B-2. 
Instructors review these procedures during initial and annual training. 

B. Instructors and fit-testers will ensure respirators are properly cleaned before use 
during training and/or fit-testing. 

Inspection 


All respirators used in routine situations shall be inspected before each use and during 
cleaning. All respirators maintained for use in emergency situations shall be inspected 
at least monthly and in accordance with the manufacturer's recommendations, and shall 
be checked for proper function before and after each use. Inspecting officers shall 
document these inspections on the appropriate form and forward this to the Program 
Administrator. 
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Vill. Record Keeping 


The Portsmouth Police Department shall establish and retain records regarding medical 
evaluations, fit-testing, respirator inspections, and the respirator program. This 
information will facilitate employee involvement in the respirator program, assist the 
department in auditing the adequacy of the program, and provide a record for 
compliance determinations by OSHA (1910.134(m)). The Program Administrator will 
maintain all necessary internal records and reports. Supervisors and officers shall 
forward all records of inspection to the Program Administrator on the provided form(s). 


APPROVED: 


Edward G. Long 
Chief of Police 


OPR-51 Respiratory protection Program (07.01.07) Page 5 of 5 


Portsmouth, Virginia Police Department 
General Orders Manual 


Domestic Violence Lethality Assessment Screen OPR| 52 
Effective: 04.18.17 4 pages 
Supersedes: | N/A VALEAC: ADM.23.02 

APPROVED: Tonya D. Chapman 


PURPOSE: To establish guidelines and procedures for utilizing a screening tool to prevent homicides, 
serious injury, or assault involving intimate partners by encouraging domestic violence victims to utilize 
the support and shelter services of domestic violence programs. 


GUIDELINES: The Department recognizes the importance of assigning a high priority to identifying 
victims of domestic violence in potentially lethal situations, and to place those victims in immediate and 
direct contact with a domestic violence advocate trained in the Lethality Assessment Program (LAP). 
Officers shall use the Domestic Violence Lethality Assessment at the scene of domestic violence incidents 
to assist them in identifying high risk situations, and follow established criteria to place the victim in 
direct contact with a domestic violence program counselor. Officers conducting a Lethality Assessment 
will ask the victim the questions included in the document titled “Domestic Violence Lethality Screen for 
First Responders,” and when a victim is assessed as being in danger, will contact the Help and Emergency 
Response, Inc. (HER) Shelter and ask the victim to speak with an advocate. 


DEFINITIONS: 


Lethality Assessment Screen: a lethality assessment utilizing the Department’s Domestic Violence 
Lethality Screen for First Responders form. 


Domestic Violence: A pattern of abusive behaviors by an individual intended to exert power and control 
over another individual in the context of an intimate or family relationship. It is important to recognize 
that domestic violence is not always physical. Verbal, emotional, and economic abuse can have long- 
lasting effects, even if a victim is never physically or sexually assaulted. 


Abusive Behavior: any act involving violence, force, or threat that results in bodily injury or places one in 
reasonable apprehension of death, sexual assault, or bodily injury, and that is committed by a person 
against such person's family or household member. Such acts include, but are not limited to, any forceful 
detention, stalking, criminal sexual assault in violation of § 18.2-61, or any offense that results in bodily 
injury or places one in reasonable apprehension of death, sexual assault, or bodily injury (§ 16.1-228). 


Intimidation: to compel or deter another person or to make fearful through the use of threats, force, and/or 
menacing annoyances (harassment). 


Stalking: to engage in conduct, on more than one occasion, directed at another person with the intent to 
place, or with the knowledge that the conduct places, that other person in reasonable fear of death, 
criminal sexual assault, or bodily injury (§18.2-60.3). Such behaviors include following a person to work, 
home, or other places; parking outside a person’s workplace or home; and making threats, written or 
verbal. A person who violates any provision of a protective order related to stalking is guilty of a Class 1 
misdemeanor (§18.2-60.4). A third or subsequent conviction within a five year period is a class 6 felony. 
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Threat of Death or Bodily Harm: Any person who knowingly communicates in a writing, including an 
electronically transmitted communication producing a visual or electronic message, a threat to kill or do 
bodily injury to a person, regarding that person or any member of his or her family, and the threat places 
such person in reasonable apprehension of death or bodily injury to himself/herself or his or her family 
member, is guilty of a Class 6 felony. However, any person who violates this subsection with the intent to 
commit an act of terrorism as defined in §18.2-46.4 is guilty of a Class 5 felony. 


Lethality Assessment Program (LAP): a two-pronged intervention process that features a research based 
lethality screening questionnaire and an accompanying protocol referral that provides direction for law 
enforcement to initiate appropriate action based upon the results of the screening process. 


Lethality Assessment: the identification of victims who are at the highest risk of danger or serious injury 
by their abuser. 


Intimate Partners: persons involved in an intimate relationship who (i) are married, whether or not they 
reside in the same home with the person, (ii) the person's former spouse, whether or not they reside in the 
same home with the person, (iii) any individual who has a child in common with the person, whether or not 
the person and that individual have been married or have resided together at any time, or (iv) any individual 
who cohabits or who, within the previous 12 months, cohabited with the person, and any children of either of 
them then residing in the same home with the person (Virginia Code § 16.1-228). 


Screened In: refers to situations when a victim’s responses initiate a “protocol referral.” 


Protocol Referral: the process of initiating a LAP call to the H.E.R. Shelter and speaking to a LAP Victim 
Advocate from that agency. 


PROCEDURES: 


I. Lethality Assessment Screen 


A. An officer shall complete a Domestic Violence Lethality Assessment Screen with the victim when 
the domestic violence incident involves an intimate partner relationship and: 


1. The officer reasonably believes there was an assault or other act of domestic violence, and/or; 

2. The officer reasonably believes that the victim may face danger once the officer leaves, and/or; 

3. This Department has investigated previous domestic violence incidents at the home, or previous 
incidents involving the family or household members, and/or; 

4. When the officer’s training and experience indicates the situation is dangerous, but the officer 
lacks probable cause to make an arrest. 


B. The officer should remain at the scene for a reasonable time until, in the officer’s judgment, the 
likelihood of further imminent violence has been eliminated, or the officer has helped the victim 


with a safety plan in conjunction with an advocate after completing the LAP screen. 


C. The process for conducting a lethality assessment in domestic violence incidents involving 
intimate partners is as follows: 


1. Determine if any party present is in immediate need of medical attention. 
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2. Interview all persons present including the victim, suspect and witnesses. 

3. Assess the scene. If, based on physical observations and/or information gathered from 
interviews, the officer believes that the victim could be in danger, or is at risk of serious injury, 
the officer shall complete a lethality assessment screen. 

4. An officer shall arrest a person for an alleged domestic assault without a warrant even if the 
offense was not committed in the officer’s presence if such arrest is based upon probable cause, 
upon personal observations, or the reasonable complaint of a person who observed the alleged 
offense or upon personal investigation ((§ 19.2-81.3) (OPR-14 Domestic Violence)). 


II. Lethality Screening Questions 


A. The eleven questions that comprise the Lethality Screen are specified in the Domestic Violence 
Lethality Screen for First Responders. The investigating officer shall: 


1. Advise the victim that you will ask him or her a series of questions to help you determine the 
immediate potential for danger to the victim. 

2. Ask the questions in the order that they are listed on the form. 

3. Ask all the questions in assessing the victim. The more questions the victim responds to 
positively, the clearer and more immediate the potential for danger is to the victim. 


B. After the responding officer asks the questions on the Lethality Screening, the officer shall handle 
the information as follows: 


1. A single “yes” or positive response by the victim to questions 1, 2 or 3 signifies a high danger 
situation and automatically triggers the protocol referral. 

2. If the victim gives negative responses to questions 1 through 3, but positive responses to four or 
more of questions 4 through 11, this also signifies a high danger situation and triggers the 
protocol referral. 

3. “No” responses to all of the assessment questions, or positive responses to less than four of 
questions 4 through 11, may still trigger the referral if the investigating officer believes it is 
appropriate. The officer should ask the victim the following clarifying questions: 


a. “Is there anything else that worries you about your safety?” If the victim answers “yes” ask 
“what worries you?” The response to this question may aid in your decision. 

b. Trust your instincts. Use of the domestic violence lethality screen takes into account your 
training and experience as an officer. It is flexible and relies on you acting on you training 
and experience. If the victim’s responses do not trigger the referral, but the officer’s 
assessment of the situation indicates high danger, the officer should initiate the referral. 


IH. Referrals 
A. Ifa referral is not indicated or the victim does not answer the screening questions, the officer should: 
1. Advise the victim that domestic violence is dangerous and sometimes fatal. 
2. Inform the victim to be alert to signs listed in the assessment because they may convey to the 


victim that she or he is at an increased level of danger. 
3. Refer the victim to the HER Shelter and provide a victim handout/tear sheet. 
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4. Provide the victim with the Department’s telephone number, the case number and the officer’s 
contact information should the victim wish to discuss the event further or require additional 
assistance. 


If you make a danger assessment or believe it is appropriate, you will implement the referral as 
follows: 


1. Advise the victim that the situation indicates that he or she may be at an increased risk of 
danger, and that others in similar situations have suffered serious injury or death. 

2. Advise the victim that you would like to call the HER hotline and have the victim speak with an 
advocate. 


If the victim declines to speak with an advocate, the officer should: 


1. Tell the victim that you will contact the domestic violence hotline to receive guidance on how 
to proceed further. 

2. Tell the victim that you would like them to reconsider speaking with the hotline advocate and; 

. Ask the victim again if they have reconsidered and would now like to speak with the advocate. 

4. If the victim continues to decline to speak with an advocate, you should provide the same 
service you would for a victim when a referral is not indicated, including conveying 
information that the advocate may have suggested, reviewing safety tips and discussing the 
option of leaving the location if possible. 


ics) 


If the victim agrees to speak with an advocate, advise the advocate that you have completed an 
assessment that indicates danger, or that you believe that the victim may be in danger and would 
like the advocate to speak with the victim. 


1. Officers should not provide the victim’s name or their contact information to the advocate 
without the victim’s consent. 

2. During the conversation between the victim and the advocate, the advocate may ask to speak 
with the officer regarding the situation. 

3. The officer will then be guided by the discussion with the advocate for further assistance. 

4. Officers should provide reasonable assistance to the victim if he or she wants to leave the home. 


IV. Records and Reporting 


A. 


The officer’s supervisor shall review the completed “Domestic Violence Lethality Screen for First 
Responders,” scan and submit it with the officer’s incident report, and ensure it is placed in 
Central Records for dissemination to the Special Victims Unit Supervisor (SVU). 

The SVU Supervisor shall submit statistical reports to the HER Shelter by the 15th of each month. 
The Special Victims Unit Supervisor shall maintain an electronic file of all LAP reports. 


APPROVED: oe Crog—> 


Tonya D. Chapman, Chief of Police 
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PORTSMOUTH POLICE DEPARTMENT PO RTS M 0 UTH 


DOMESTIC VIOLENCE LETHALITY POLICE 
SCREEN FOR FIRST RESPONDERS OLICE DEPARTMENT 


Instructions: Officers will complete this assessment form when handling a domestic violence incident involving intimate 
partners. Officers will document the completion of this assessment in the incident report and submit this form by the end 
of their shift to the Records Unit for dissemination to the Special Victims Unit Supervisor. Intimate partners include 
spouses (whether or not residing in the same house), former spouses (whether or not residing in the same house), persons 
who have a child in common (whether or not they have ever been married or reside together), and persons who cohabit (or 
who within the previous 12 months cohabitated). 


Officer: ID#: Date: Report #: 

Victim: Offender: 

L] Check here if the victim did not answer any of the questions. 

A “Yes” response of any questions 1-3 automatically triggers the protocol referral. 

1. Has he/she ever used a weapon against you or threatened you with a weapon? [_] Yes [_] No [_] Not Ans. 


2. Has he/she threatened to kill you or your children? C] Yes L] No [_]Not Ans. 
3. Do you think he/she might try to kill you? C] Yes [] No []Not Ans. 
Negative responses to questions 1-3, but positive responses to at least 4 of questions 4-11 trigger the protocol referral. 
4. Does he/she have a gun or can he/she easily get one? C] Yes [] No []Not Ans. 
5. Has he/she ever tried to choke you? C] Yes L] No [_]Not Ans. 


6. Is he/she violently or constantly jealous or does he/she control most of your C] Yes [] No [] Not Ans. 
daily activities? 


Have you left him/her after living together or being married? C] Yes [] No []Not Ans. 

Is he/she employed? C] Yes L] No [_] Not Ans. 

. Has he/she ever tried to kill himself/herself? C] Yes L] No [_] Not Ans. 
10. Do you have a child that he/she knows is not his/hers? C] Yes L] No [_] Not Ans. 
11. Does he/she follow or spy on you or leave threatening messages? C] Yes [] No []Not Ans. 


An officer may trigger the protocol referral, if not already triggered above, as a result of the victim’s response to the 
below question, or whenever the officer believes the victim is in a potentially lethal situation. 


Is there anything else that worries you about your safety? []Yes [] No 


If “Yes”, what worries you? 


Check one: [_] Victim screened in according to the protocol 
L] Victim screened based on the belief of officer 
L] Victim did not screen in 
If the victim screened in: 
After advising him/her of a high danger assessment, did the victim speak with the hotline Cl Yes [] No 
counselor? 


Note: The questions above and the criteria for determining the level of risk a person faces are based on the best available research on 
factors associated with lethal violence by a current or former intimate partner. However, each situation may present unique factors 
that influence risk for lethal violence that are not captured here. Although most victims who screen “positive” or high danger” would 
not be expected to be killed, these victims face a much higher risk than that of other intimate partner violence victims. 


H.E.R. SHELTER 
24 HOUR HOTLINE: (757) 485-3384 Fax: (757) 485-0883 


Portsmouth, Virginia Police Department 
Department Organization 


Suspect Lineup Procedures OPR! 53 


Effective: 05.02.14 8 pages 


Supersedes: | 08.31.12 | CALEA: 42.2.11, 42.2.12 


APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish a policy for conducting photographic lineups and show-ups, and to establish 
procedures to prevent errors in identification and/or undue suggestiveness to witnesses. (42.2.11) 


POLICY: The Portsmouth Police Department makes every effort to maximize the reliability of 
identifications, minimize unjust accusations of innocent persons, and establish evidence that is reliable 
and conforms to established legal procedure. 


GUIDELINES: The Department attaches the highest priority to the protection of the citizens that we 
serve. Recognizing that innocent persons may occasionally become involved in the criminal 
investigative process and be wrongly implicated in criminal matters, we attach equal importance to 
clearing innocent persons as to that attached to arresting the guilty. 


The following procedures incorporate recommendations issued by the United States Department of 
Justice in its Eyewitness Evidence: A Guide for Law Enforcement. 


DEFINITIONS: 


Lineup - A lineup is any procedure in which a victim or witness to a crime or other incident is asked to 
identify a suspect from among a group of persons in order to determine or confirm the identity of the 
suspect(s). Such procedures involve either actual viewing of persons in show-ups. or viewing of 
photographs (in a photo lineup). (The Department does not conduct live lineups, therefore they will not 
be addressed in this policy). 


Photo Lineup — An identification procedure in which an officer displays an array of photographs, 
including a photograph of the suspected perpetrator of an offense and additional photographs of other 
persons not suspected of the offense, to an eyewitness either in hard copy form or via computer for the 
purpose of determining whether the eyewitness identifies the suspect as the perpetrator. 


Sequential Lineup - A method of administration where an officer shows photographs to the 
victim/witness one at a time, with an independent decision on each, before the next photo is shown. 


Blind Administrator - The person administering the line-up has no knowledge of which person in the 
photo/live line-up is the suspect. 


Blinded Administration - This is a lineup procedure in which the administrator may know the identity 


of the suspect, but by virtue of the use of procedures and/or technology to accomplish this procedure, 
does not know which lineup member the witness is viewing. 
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Confidence Statement - A statement in the victim/witness’ own words, articulating their level of 
confidence in the identification taken at the time the victim/witness makes the identification. (42.2.11, e) 


Fillers - Non-suspect photographs or line-up members. 


Folder Shuffle Method (An Acceptable Alternative (due to special circumstances) to the use of a Blind 
Administrator) - The “Folder System” was devised to address concerns surrounding limited personnel 
resources while allowing for blind administration. Procedures for its use are described in section IV 
below. 


Show-up - An identification procedure in which an officer presents and eyewitness with a single suspect 
for the purpose of determining whether the eyewitness identifies this individual as the perpetrator. 


PROCEDURES: 
I. General 


A. Department personnel shall strictly adhere to established procedures for conducting suspect 
lineups in order to avoid the possibility of error or of undue suggestiveness to witnesses. 


B. The Department shall train personnel in lineup procedures to establish uniformity and 
consistency of such procedures, and to establish a high level of competence in carrying out this 
important aspect of a criminal investigation. 


C. Department personnel shall report any known errors, flaws or non-conformance with established 
procedures in the conduct of a suspect lineup that they may observe, or become aware of, to their 
supervisor in order that corrective actions may be taken and safeguards established to protect the 
innocent. The supervisor, in turn, must share this information with the Commonwealth 
Attomey’s office as they may deem it exculpatory. 


D. The Department will confer with the Commonwealth Attorney’s office in establishing lineup 
procedures in order to assure the best use of this type of evidence and that procedures established 
are compatible with the prosecution of criminal cases. The Department will also establish 
witness instructions during lineup procedures in consultation with the Commonwealth’s Attorney 
Office. 


E. Prior to a photo lineup or a show-up, the investigating officer (IO) should record as complete a 
description as possible of the perpetrator provided by the witness and in the witness’s own 
words. This statement should also include information regarding conditions under which the 
witness observed the perpetrator including location, time, distance, obstructions, lighting, 
weather conditions and other impairments, including, but not limited to alcohol, drugs, stress, the 
presence of a weapon and any other relevant conditions. The IO should also ask the witness if he 
or she needs glasses or contact lenses and whether he or she was wearing them at the time of the 
offense. 


F. Investigators may video and/or audio record photographic lineups. (42.2.11, b) 


II. Show-up Procedures 
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A. Officers should only perform show-ups using a live suspect and only in exigent circumstances 
that require the immediate display of a suspect to an eyewitness. Exigent circumstances include; 
1) there is an issue of officer or public safety; 
2) there is a potential flight risk of the suspect; or 
3) a physical or photo line-up is not practical. (42.2.12, a) 


B. The length of time between the occurrence of the crime and the show-up should be reasonable 
and be conducted within two hours of the offense. 


C. IO’s should not conduct a show-up with a single photograph; if I1O’s want to determine if an 
eyewitness can make an identification using a photo, they should employ a photo lineup. 


D. An officer should transport the eyewitness to a neutral, non-law enforcement location where the 


suspect is being detained for the purposes of a show-up. (42.2.12, b) 
E. The officers should provide the eyewitness with the following instructions: (42.2.12, d) 

1. The perpetrator may or may not be the person that is presented to the eyewitness; 

2. The eyewitness should not feel compelled to make an identification; 

3. The investigation will continue regardless of whether an identification is made; 

4. The procedure requires the investigator to ask the eyewitness to state, in his or her own 


words, how certain he or she is of the identification he or she has made; and 
5. The eyewitness should not discuss the identification procedure with other eyewitnesses 
involved in the case and should not speak to the media. 


F. If there are multiple witnesses, only one witness at a time should participate in the show-up 
procedure, independent of the others. If a positive identification is made, and an arrest is 
justified, the show up will end, and the IO should show all additional witnesses photo lineups. 

(42.2.12, c) 


G. If identification is made, the IO should seek and document a clear statement from the witness, at 
the time of the identification and in the witness’s own words, as to the witness’s confidence level 
that the person identified is the perpetrator. (42.2.12, e) 


H. Law enforcement personnel present and involved in the case shall be knowledgeable about the 
procedure so that they will not interfere with, or influence any witness during the process. 
Unnecessary personnel shall be removed from the location where the process is being conducted. 
Any feedback to the witness(es) is prohibited. (42.2.12, f) 


I. IO’s should photograph a suspect at the time and place of the show-up to preserve a record of his 
or her appearance at the time of the show-up and document all aspects of the show-up. 
(42.2.12, g) 


J. The administrator shall then document and record the results of the procedure. This should 
include: the date, time and location of the lineup procedure; the name of the administrator; the 
names of all of the individuals present during the lineup; the number of photos shown; copies of 
the photographs themselves; the order in which the folders were presented; the sources of all of 
the photos used; a statement of confidence in the witness’s own words as to the certainty of his or 
her identification, taken immediately upon reaction to viewing; and any additional information 
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the administrator deems pertinent to the procedure. (42.2.11.g, 42.2.12.g) 
III. Photo Lineups 


A. The IO shall select an individual to serve as the blind administrator. The blind administrator must 
not know which member of the lineup is the “true” suspect in order to avoid inadvertent signs or 
body language that may lead a witness to make an incorrect identification. The blind 
administrator should be thoroughly familiar with this procedure. (Alternatively a ‘blinded’ 
administrator may be used, namely an individual who knows the suspect’s identity but is not ina 
position to see which members of the line-up the witness is viewing. This can be accomplished, 
for instance, through the use of the folder shuffle method or via laptop technology). 


(Blind administration is preferable to the folder shuffle method, but it is also an acceptable 
alternative when blind administration is not feasible, e.g., there was no officer available to act as 
an administrator. It is important to document why blind administration was not feasible). 


B. Assure that law enforcement and/or prosecutorial personnel present and involved in the case are 
knowledgeable about the procedure so that they will not interfere or influence any witness during 
the process. Unnecessary personnel shall be removed from the location where the process is 
being conducted. Any feedback to the witness(es) is prohibited. (42.2.11, f) 


C. The IO should compose a photo lineup so the fillers generally resemble the eyewitness’s 
description of the perpetrator, while ensuring that the lineup is comprised in such a manner that 
the suspect does not unduly stand out from the fillers. However, complete uniformity of features 
is not required. Avoid reusing filler photos. If the witness has previously viewed a photo lineup 
in connection with the identification of another person suspected of involvement in the offense, 
the fillers in the lineup shall be different from the fillers used in prior lineups. (42.2.11, a) 


D. When there are multiple suspects, each identification procedure shall include only one suspect. 


E. Avoid mixing color and black and white photos. Photos shall be either all black and white or all 
color. 


F. Cover any portions of mugshots or other photographs that provide identifying information. 
Ensure that no writings or information concerning previous arrest(s) are visible to the witness. If 
it is necessary to block-out or cover a notation, such as a name on one photo, then the IO shall 
place similar blocking-out or covering marks on all photos so that they will appear alike. 


G. Use photos of the same size and basic composition, and never mix mugshots with other 
snapshots or include more than one photo of the same suspect. 


H. Select fillers who generally fit the witnesses’ description of the offender. When there is a limited 
or inadequate description of the offender provided by the witness, or when the description of the 
offender differs significantly from the appearance of the suspect, fillers should resemble the 
suspect in significant features. 


I. Select a photo that resembles the suspect’s description or appearance at the time of the incident, 
if multiple photos of the suspect are reasonably available to the investigator. 
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IV. 


Ensure that the photos are reasonably contemporary. 


. Include a minimum of five fillers per photo identification procedure. (42.2.11, a) 


. Create a consistent appearance between the suspect and fillers so that the photos depict 


individuals who are reasonably similar in age, height, weight and general appearance, and are of 
the same sex and race. 


. Create a consistent appearance between the suspect and the fillers with respect to any unique or 


unusual feature — such as a scar or tattoo - used to describe the perpetrator by concealing or 
artificially concealing that feature. If the suspect, for instance, has a facial scar or tattoo, black 
out, conceal or otherwise cover up that area of the suspect’s face and then do the same for each 
of the lineup members to achieve consistency across all lineup members. 


. If there are multiple witnesses, each witness shall view the lineup independently and separately 


and you should place the suspect in a different position in the lineup for each witness.(42.2.11, c) 


. Review the array, once completed, to ensure that the suspect does not unduly stand out. 


. Assign each photo a lineup identification number. Record the identification number on the back 


of each photo. Refer to that photo only by that number. The nature of the identification number 
shall be purposely complex to the witness, so that any inadvertent glance will not significantly 
hinder the identification process or alert the witness as to the identity of the actual suspect. 


. After each photo has been assigned an identification number, record the number along with all 


other pertinent information on the Lineup Identification Form. 


. Record the presentation order of each lineup and ensure that a you make and retain a complete 


written record of the identification proceeding. Your record shall include: all identification and non- 
identification results obtained during the procedure and signed by the witness, including 

the witness’s confidence statement; the names of all of the persons present at the identification 
procedure, the date and time of the identification procedure, and the sources of all photos or persons 
used in the identification procedure. Additionally, you shall preserve the photos themselves in their 
original condition. 


. The administrator shall then document and record the results of the procedure as described in 


paragraph II.J above . (42.2.11, g) 


Alternative Method 


A. Folder Shuffle Method - Should the IO of a case be the only law enforcement personnel available 


to conduct a photo lineup, the following is recommended: 


1. Use one suspect photograph that resembles the description of the perpetrator provided by the 
witness, five filler photographs that match the description but do not cause the suspect 
photograph to unduly stand out, and ten folders (four of the folders will not contain any 
photos and will serve as ‘dummy folders’). 


2. Affix one filler photograph to the inside of the first folder and label it #1. 
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3. Affix the suspect photograph to the inside of the next folder. It is imperative that this folder 
is not yet numbered. 


4. Affix four filler photographs (one each) into the next empty folders. It is imperative that 
these folders are not numbered yet. Shuffle the folders (with the exception of folder #1) so 
that the administrator is unaware of which folder the suspect is in. 


Label the shuffled folders #2 through #6. 


5. The remaining folders will not contain photos and shall be labeled #7 through #10. These 
photos will only contain a page with the following text “THIS FOLDER INTENTIONALLY 
LEFT BLANK.” (This is done so that the witness does not know when he or she has seen the 
last photo). 


6. Place all folders in numerical order (#1 though #10) for presentation of the lineup. 


7. The administrator shall provide instructions to the witness. You shall inform the witness that 
the perpetrator may or may not be contained in the photos he or she is about to see and that 
the administrator does not know which folder contains the suspect. (42.211, d) 


8. Without looking at the photo in the folder, the administrator is to hand each folder to the 
witness individually. Each time the witness has viewed a folder, the witness should indicate 
whether or not this is the person the witness saw and the degree of confidence in this 
identification, and return the photo to the administrator. The order of the photos shall be 
preserved, in a facedown position, in order to document in Step 10. (You may permit the 
witness to review the folders a second time, but it is imperative that you provide all folders in 
the same order as the original presentation). 


9. Instruct the witness that the procedure — only if identification is made — requires the 
investigator to ask the witness to state, in his or her own words, how certain he or she is of 
the identification at the time he or she makes the identification. 


10. The administrator shall then document and record the results as described in paragraph II.J 
above. (It is important for the administrator to not ask the witness for a numerical rating of 
their confidence level). 


V. Conducting the Identification Procedure 


A. The IO shall conduct the identification procedure in a manner that promotes the accuracy, 
reliability, fairness and objectivity of the witness’ identification. These steps are designed to 
ensure the accuracy of identification or non-identification decisions. 


B. When presenting the lineup, the person administering the lineup shall use the approved standard 
instructions for witnesses prior to the lineup that the offender might or might not be among those 
in the photo array or live lineup, and therefore, the witness should not feel compelled to make 
identification. 
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C. Assure the witness prior to the lineup that regardless of whether identification is made, the police 
will continue to investigate the incident. 


D. Instruct the witness that if he or she sees the offender in the lineup, he/she might not appear 
exactly the same as on the date of the incident because features such as clothing, head or facial 
hair can change. Additionally, photos do not always depict the true complexion of a person, 
which might be lighter or darker than shown in the photo. Be careful not to imply or lead the 
witness to believe that the suspect’s appearance has actually changed in any way. (42.2.11, d) 


E. Provide the following additional viewing instructions to the witness: (42.2.11, d) 


You will view individual photos one at a time. 

Photos are in random order. 

Take as much time as needed in making a decision about each photo. 

The IO will show all photos, even if identification is made prior to viewing all photos. 
The administrator does not know who the perpetrator is. 


OT eae oa 


F. Confirm that the witness understands the nature of the sequential procedure. 


G. Instruct the witness that the procedure — only if identification is made - requires the investigator 
to ask the witness to state, in his/her own words, how certain he/she is of any identification at the 
time that the identification is made. 


H. Present each photo to the witness separately, in a previously determined order, as documented on 
the lineup worksheet, removing those previously shown. 


I. Take care to avoid the witness turning over the photo and reading the identification number 
recorded on the back. 


J. Avoid saying anything to the witness that may influence the witness’ selection. 


K. If identification is made, avoid reporting or confirming to the witness any information regarding 
the individual he or she has selected, until the entire process (including obtaining a confidence 
statement and obtaining required signatures and paperwork) has been completed. 


L. Ifthe witness requests to view the photo sequence again, (or specific photos), they may be shown 
a second time, but must be shown again in the same sequence in its entirety even if the witness 
makes an identification during this second showing. 


M. Instruct the witness not to discuss the identification procedure or its results with other witnesses 
involved in the case and discourage contact with the media. 


VI. Recording Identification Results (42.2.11, g) 


A. When conducting an identification procedure, the person administering the lineup shall preserve 
the outcome of the procedure by documenting any identification or non-identification results 
obtained from the witness. A complete and accurate record of the outcome of the identification 
procedure is crucial. This record can be a critical document in the investigation and any 
subsequent court proceedings. 
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B. When documenting the identification procedure, the person administering the lineup shall record 
both identification and non-identification results, including a statement of confidence, in the 
eyewitness’s own words (the results shall not be ranked). 


C. Ifthe witness identifies a person as the perpetrator, the investigator shall not provide the witness 
any information concerning such person before the administrator obtains the witness’s 
confidence statement about the selection. After the witness’ confidence statement is obtained, the 
administrator shall not tell the witness information about how accurate they were in their 
identification or provide additional information about the defendant. (42.2.11.e) 


D. Document in writing the photo lineup procedures, including identification information and 
sources of all photos used, names of all persons present at the lineup, and date and time of the 
identification procedure. 

E. Ensure that the witness and the person administering the lineup signs and dates the results. 


F. Ensure that no materials indicating previous identification results are visible to the witness. 


G. Ensure that the witness does not write on or mark any materials that will be used in other 
identification procedures. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Conductive Electrical Weapons OPR] 54 
Effective: 05.31.16 7 pages 
Supersedes: | 03.26.15 | VALEAC: ADM.05.01, ADM.05.02, ADM.06.01 
APPROVED: Tonya Chapman, Chief of Police 


PURPOSE: To provide guidance and direction on the use of conductive electrical weapons (CEW’s). 


GUIDELINES: Department members will use only the force reasonably necessary to control or overcome 
resistance by individuals who are violent, exhibiting threatening or potentially violent behavior toward 
others, or physically resisting arrest or detention. Authorized and trained personnel may use CEW’s in 
accordance with this policy and OPR-01, Use of Force. (ADM.05.01 a, 05.02 b) 


DEFINITIONS: 


Conductive electrical weapon: A weapon that uses electricity to override voluntary motor responses, 
or applies pain in order to gain compliance or overcome resistance. May also be referred to as an 
electronic control device (ECD), electronic control weapon (ECW), or a Taser. 


Passive Resistance: An unarmed person’s refusal to comply with an officer’s verbal commands or 
physical control techniques, that does not involve their use of physical force, control, or resistance of 
any kind. 


Sensitive population groups: Include those who reasonably appear to be, or are known to be, children 
under age 12, elderly persons over age 65, medically infirm, pregnant, or users of a cardiac pacemaker. 


PROCEDURES: 
I. Authorized Users 


A. Only those officers who have successfully completed this agency’s CEW certification program and 
annual refresher training are authorized to carry and use a CEW. (ADM..06.01 a, c) 


II. Weapon Readiness and Carry 


A. Officers are responsible for the proper security and care of their weapons, and will exercise 
reasonable safekeeping measures with CEW’s under their control. Officers will not leave CEW’s 
unsecured in such a manner as to allow unauthorized access, and will not leave CEW’s in 
unattended vehicles unless secured in the trunk or other locked area of the vehicle. 


B. Officers shall carry the CEW in a Department issued holster on the side of the body opposite the 
service handgun (reaction side). 


C. Officers may elect to purchase an alternate CEW holster at their own expense. Officers will 
forward such requests through their supervisors to the Range Master on PPD form 57, 
Request to Carry Personally Owned Firearm/Holster. The Range Master must approve the 
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alternate holster prior to use. 


D. Special Weapons and Tactics (SWAT) officers, while on tactical operations, may carry the CEW in 
other manners as approved by the Special Operations Bureau Commander. 


E. Officers shall carry the CEW fully armed with the safety on in preparation for immediate use. 


F. The range master will issue officers a minimum of one spare cartridge as a backup in case of 
cartridge failure or the need for redeployment. Officers shall store and carry the spare cartridge in a 
manner consistent with training, and will replace cartridges following the manufacturer's expiration 
requirements. 


G. Officers will not modify or repair their assigned CEW. 


H. Officers will conduct pre-shift spark testing of the CEW only in designated “safe areas” before each 
shift (Division commanders outside of Uniform Patrol can authorize an appropriate “safe area” within 
their work space). The spark test should be for a full five seconds. 


I. Officers will, at a minimum, charge their CEW’s once a month, or when the battery level reaches 
50%, whichever comes first. 


J. Officers assigned an X2 CEW must remove both cartridges and conduct a spark test monthly by 
depressing the trigger to ensure that the trigger mechanism is not defective. 


K. Officers will promptly take improperly functioning CEWs to the Range Master for service or 
repair. 


III. Deployment 
A. Authorized CEW Use. 


1. The CEW is only authorized for use in circumstances where grounds to arrest or detain exist, and 
only when a reasonable officer in the same situation would perceive an immediate danger that 
could be mitigated by using the CEW. Such actions include but are not limited to: 


a. Use of force against the officer or another person; 
Violent, threatening, or potentially violent behavior; 

c. Physically resisting arrest or detention when such resistance represents an immediate threat to 
the officer or others; 

d. Self-destructive behavior, but only when immediate action is required to prevent death or 
serious injury; 

e. Flight in order to avoid arrest or detention, but only when the officer has reason to believe that 
the suspect is an immediate threat to the officer or others (fleeing shall not be the sole 
justification for using a CEW against a subject. In addition to the officer’s assessment that the 
subject is an immediate threat to the safety of officers or others, the officer must also consider 
the severity of the offense and the risk of injury to the subject before deciding to use a CEW 
on a fleeing subject). 
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B. Guidelines for Use 


1. Whenever feasible, officers should attempt to use soft control techniques (control hold, pressure 
points, etc.) prior to deploying a deploying a CEW. (ADM.05.01 b) 


2. The CEW is most effective in overcoming resistance and assisting officers with subject control 
when officers deploy the probes. Therefore, firing the device is the proper deployment technique. 
Officers should only use drive stun for completion of the circuit in the event that one of the fired 
probes is dislodged or ineffective. Drive stun mode has limited effectiveness and officers shall only 
use it in extreme cases of danger to the officer or to the public. 


3. Officers are encouraged to release the safety at the time they draw their CEW from the holster to 
activate the recording mechanism, e.g., when the officer anticipates CEW use or imminent use. 
Avoid intentionally pointing the laser at a person’s or animal’s eyes, as injury from the laser may 
occur. 


4. Officers should give a verbal warning prior to activating the CEW unless doing so would place any 
person at risk. Additional warnings may be in the form of display, laser painting, arcing the 
CEW, or a combination of these tactics. When appropriate, officers should announce to other 
officers on scene that they are activating their CEW. 


5. When activating a CEW, officers should use it for one standard five second cycle and then stop and 
assess the situation. If subsequent cycles are necessary, officers will restrict the number and 
duration of those cycles to the minimum necessary to place the suspect in custody. Upon 
completion of three cycles without effectively bringing the suspect into compliance, the officer shall 
consider another force option. 


In determining the need for additional cycles, officers should be aware that an energized subject 
may not be able to respond to commands during or immediately following exposure. To minimize 
the number of cycles needed to overcome resistance and bring the subject under control, officers 
should secure the subject as soon as practical while the subject is affected by the CEW probes, or 
immediately thereafter. 


Officers must be aware of trigger-held continuous discharge. If an officer holds a CEW’s trigger 
back it can continue to discharge beyond the five second cycle until the officer releases the trigger. 
Multiple applications or continuous cycling of a CEW resulting in an exposure longer than 15 
seconds (whether continuous or cumulative) may increase the risk of serious injury or death and 
should be avoided. 


6. To lessen the likelihood of injury from falling, assisting officers will provide support to a subject 
during CEW application if it is safe to do so. 


7. When possible, avoid intentionally targeting the CEW on sensitive areas of the body such as the 
head, eyes, throat, chest/breast, or known pre-existing injury areas. The preferred target areas are 


the lower center mass (below chest) for front shots and below the neck area for back shots. 


8. CEW use on a known or apparently mentally ill subject is quite different in the eyes of the public 
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10. 


11. 


and the courts than CEW use on a dangerous criminal offender. As with any CEW deployment, 
there must be an immediate danger to the officer or the public. Officers must also consider the 
following when dealing with mentally ill subjects: 


a. Officers should call a supervisor to the scene whenever it becomes probable or apparent that 
he or she will possibly need to deploy a CEW. 

b. If the individual has not committed a crime, is unarmed, and is being taken into custody 
only to prevent injury to himself, CEW deployment should generally be avoided absent 
exigent circumstances. 

c. De-escalation techniques the preferred response. 


. Officers shall be aware of the general concerns raised when they use a CEW on a member of 


a sensitive population group. Officers are not prohibited from using a CEW on such persons, 
but use is limited to those exceptional circumstances where the potential benefit of using the 
device (e.g., injury reduction) reasonably outweighs the risks and concerns of its use. 


Officers should use a restraint technique that does not impair respiration so as to avoid positional 
asphyxia following a CEW activation. 


Officers may consider CEW use for controlling aggressive animals. 


IV. Prohibited Acts 


A. CEW Prohibited Acts - Officers will not deploy the CEW: 


1. 


Immediately upon arrival at the scene of an altercation before assessing what is occurring (unless 
it is obvious such as an active assault with a bat, club, etc.). 


. In drive stun mode as a pain compliance technique, except in extreme cases of danger to the 


officer or the public. 


. In cases of minimally risky physical resistance (e.g., refusal to enter a police car, an individual 


pulls their arm away when attempting to grab him or her without explanation, a subject refusing to 
release his or her arms for handcuffing, refusing to end a phone call etc.). Such refusals do not 
justify CEW deployment when the individual is unarmed and there is little risk that he or she can 
access a weapon. CEW use is unreasonable force in response to resistance that does not raise a 
risk of immediate danger (as described in paragraph III.A.1) to officers or to the public. 


. If you cannot articulate that the circumstances present a risk of immediate danger that can be 


mitigated by the CEW’s use. 


. In a punitive or coercive manner. 
. On a passive subject as defined in this policy. 
. When another officer is deploying a CEW against a subject. 


. On a handcuffed/secured prisoner absent overtly assaultive, self-destructive, or violently resistive 
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10. 


11. 


12. 


13. 


14. 


15. 


16. 


17. 


18. 


19. 


20. 


21. 


behavior that cannot be reasonably controlled by other readily available means. 


. When the suspect is in physical control of a vehicle in motion including automobiles, trucks, 


motorcycles, ATVs, bicycles and scooters unless exigent circumstances exist. 


When a person is known to be pregnant unless exigent, articulable circumstances necessitate 
CEW use. 


When a person is known to be under age 12, over age 65, or is visibly frail unless exigent, 
articulable circumstances necessitate its use. 


To threaten or coerce a subject during an interrogation. 

To awaken a person. 

As a "prod." 

As a means of restricting a subject from swallowing narcotics and/or other contraband. 
On a helpless or severely disabled person. 


When the intended target is in a location where a significant fall could result and cause further 
injury (e.g., rooftop, tree, fence, etc.) and the circumstances presented do not justify the risk. 


On a fleeing subject where the officer has no reason to believe that the subject poses a threat to 
officers or the public. 


When the subject is in or around water where drowning could result. 

In any environment where an officer reasonably believes that flammable, volatile, or explosive 
material or fumes are present which have the potential to ignite including, but not limited to, 
gasoline, natural gas, propane or alcohol-based OC spray or chemical/personal defense sprays 


deployed by non-department personnel; or 


On a juvenile, based solely on the commission of a status offense (curfew, truancy, etc). 


V. Post Deployment Considerations 


A. Underlying medical conditions may be responsible for behavior that requires subdual by officers. 
Abnormal mental status in a combative or resistive subject may be associated with a risk for sudden 
death, and subjects exhibiting signs of “excited delirium” or under the influence of narcotics may also 
be at risk of sudden death. Officers will treat these circumstances as a medical emergency. 


B. Officers will remove the CEW probes from the subject in accordance with Departmental training. In 
most cases, properly trained medical or law enforcement personnel may remove probes imbedded in the 
skin. Only medical personnel shall remove probes that have penetrated a subject’s sensitive areas or 
that are difficult to remove. Officers will retain probes, cartridges and wire leads in evidence until 
internal reviews and investigations are completed. Officers shall handle and store used probes with care 
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to avoid exposure to blood-borne pathogens. 


C. EMS or medical facility personnel must medically evaluate all subjects who have been exposed to 
CEW application as soon as possible following exposure. 


1. EMS or an officer shall transport subjects who have been exposed to prolonged application (more 


than 15 seconds), or any subject requesting further medical care to an emergency department for 
evaluation. 

Although officers cannot force a subject to accept medical care, the responding supervisor will 
encourage subjects who refuse medical treatment and were exposed to prolonged application to 
allow further medical evaluation at an emergency department. The supervisor will document this 
and any refusal in the use of force report and ensure the individual signs a medical “refusal” form. 
Officers must inform medical personnel of the CEW exposure so that they can better evaluate the 
need for further treatment. 


. Officers will maintain regular monitoring of prisoners after CEW exposure, even after they have 


received medical care or evaluation. When transferring custody of the subject to another officer, 
agency, or facility, officers will inform the receiving personnel of the CEW exposure so that 
monitoring can continue. 


Officers shall take photographs of drive stun contact areas, any flesh penetrated by probes, and any 
injuries. 


VI. Reporting 


A. 


The deploying officer shall notify his or her supervisor as soon as practical after CEW deployment, 
and the supervisor will respond to the scene. Accidental or unintentional discharges require immediate 
notification of a supervisor. 


All CEW deployments require the completion of a Use of Force report, and the officer completing this 
report will attach written statements from any other officers deploying the CEW, or witness officers. 
CEW deployment is defined as that moment when the device is actually fired, and includes arc 
display, drive stun, firing in probe mode, and accidental or unintentional discharges. 


. Supervisors will closely review Use of Force reports to ensure that all officers involved in the CEW 


deployment and those officers present during deployment submit full statements to the officer 
completing the report. Supervisors shall check CAD’s to verify that they received reports from all 
involved officers and witness officers. 


CEW deployment as defined above requires that the officer’s supervisor download data from the 
CEW, and download video/audio recordings if equipped as soon as soon as practicable. The 
downloading supervisor shall print the data download, attach it to the Use of Force report and include 
the video/audio in the supervisory review of the incident. The department video custodian shall retain 
video/audio recording in accordance with the Library of Virginia’s Retention Schedule. 


1. If the supervisor has difficulties and cannot download the CEW video, he or she will take the 
CEW to Technical Services Unit (TSU) personnel, who will attempt to download the video. If 
TSU personnel cannot retrieve the video, the supervisor shall then take the CEW to the range 
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master who will determine the CEW’s serviceability. If the CEW or its video capability is not 
fully operational, the Range Master will not deploy it until it is repaired. 


2. If TSU personnel or the Range Master are unable to download the CEW video they shall send 
an email to the officer’s Bureau Commander and the Professional Standards Unit Commander 


with the details of their attempt and the outcome. 


F. The Professional Standards Unit will conduct random audits of CEW data downloads so that 
appropriate action can be taken if inconsistencies are detected. 


G. Pre-shift spark testing or intentional deployments during training are excluded from reporting 
requirements. 


ee Soe Crog—> 


Tonya Chapman, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Shift Commander OPR| 55 
Effective: 03.12.12 2 pages 
Supersedes: | 01.09.11 CALEA: N/A 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: The Purpose of this policy is to outline the duties of the Shift Commander. 


GUIDELINES: It is the Portsmouth Police Department’s policy that a Shift Commander will be on duty 
at all times. 


PROCEDURES: 


I. The Shift Commander will normally be a Lieutenant. He or she will direct the activities of all 
subordinates and enforce compliance with all issued orders. In the Shift Commander’s absence, the 
Uniform Patrol Division Commander, or his/her designee, will approve the acting Shift Commander 
(Sergeant). 


A. The Shift Commander will ensure that officers and supervisors perform their work in accordance 
with established rules, regulations, and procedures, and shall: 


1. Oversee assignments and instructions to subordinate department members and direct the same. 

2. Provide officers with necessary advice and assistance when difficult and/or unusual problems 
or situations arise. Shift Commanders will respond to any significant events. 

3. Check and monitor officers performance to ensure that they follow proper procedures. 

4. Ensure that officers meet reasonable work standards, conduct themselves properly, and achieve 

desired effective and efficient department objectives. 

Provide assistance to the SWAT Commander as requested. 

Inform the Public Information Officer of any press inquiries into police events. 

Make notifications via the chain of command in the event of unusual or significant occurrences. 

During each shift, inspect all critical police facilities (e.g., Police Records, Communications, 

Headquarters, Property Management Unit) to ensure they are staffed, functional and secure. 


Cet DRON 


B. All specialized unit commanders will provide the Shift Commander with information regarding 
units working, their work hours, and any special operations. The K-9, Mounted Patrol and 
Strategic Traffic Unit supervisors will notify the Shift Commander of any scheduled absences. 


C. The Shift Commander may utilize any resources and personnel at his or her disposal in the event 
of an emergency or unusual occurrence. 


D. Officers will inform their Sergeants, who in turn will inform the Shift Commander, of any 
unusual or exceptional situations which occur during their tours of duty. 


E. Shift Commanders will make notifications as appropriate, note the situations in the shift report, 
and ensure that officers complete special incident reports. 
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F. Shift Commanders shall not make changes to any general order, operational procedure, or 
directive, unless in an emergency situation or to deal with a specific event. Where practical, the 
Shift Commander shall consult with the Uniform Patrol Division Commander prior to, or 
immediately after, doing so. 
Il. WORK SCHEDULE 
A. The Uniform Patrol Division Commander is responsible for Shift Commander scheduling. 


B. Shift Commanders work the following schedule: 


1. Day Shift — 0700 hours until 1900 hours 
2. Night Shift — 1900 hours until 0700 hours 


HI. RESPONSIBILITY 


A. Itis the responsibility of all personnel to adhere to the provisions of this policy. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Warrant Service OPR| 56 
Effective: 06.20.14 6 pages 
Supersedes: | 06.01.11 | CALEA: 1.2.5, 74.1.1, 74.1.2, 74.1.3, 74.3.1, 74.3.2 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To provide guidance and procedures for warrant service and tracking. 


GUIDELINES: All Portsmouth Police officers are responsible for warrant service. Officers will 
execute warrants, summonses, and other criminal process in accordance with Virginia State code 88 
19.2-81 and 19.2-82 and will be mindful of statutory jurisdictional limitations. 


DEFINITIONS: 


Priority I Criminal Process — warrants or other court processes that have the highest degree of urgency. 
Officers should give these should top priority for service attempts, and include: 


A. All felony classes and class 1 and 2 misdemeanor warrants of a violent nature where imminent 
danger to the victim or to others is present; 


B. Any warrants issued by the magistrate, who at that time, believes that a threat of violence remains 
imminent, and where the service of the warrant may potentially end the conflict or prevent it from 
escalating; 


C. Warrants the on-duty magistrate issues with a request for immediate service. The Magistrate will 
notify Police Records Unit (PRU) personnel who will then notify an E-911 dispatcher. The 
dispatcher will assign the warrant to an appropriate patrol officer for service attempt. 


Priority II Criminal Process — warrants or other court process involving no apparent threat to the safety 
of the community or those involved in the incident. 


PROCEDURES: 
I. Sworn Officer Responsibilities (1.2.5, 74.3.1) 


A. Officers who come into contact with persons having outstanding indictments, warrants, or 
summonses will take the following actions in order to have the legal process served: 


1. Felony indictments or warrants; take the person into custody forthwith. 

2. Class 1 or 2 misdemeanor indictments, warrants, and summonses; take the person into custody 
forthwith and, when applicable, release on a signature. 

3. Class 3 and 4 misdemeanor summonses; make arrangements to have the summons delivered to 
the scene while detaining the suspect for a reasonable time. 
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B. Officers will adhere to the guidelines and procedures set forth in ADM-02, Police Officer 
Authority and Responsibilities. 


C. Officers will confirm the wanted status through Communications or the PRU prior to 
transportation. The type of process must also be verified to ensure that a custodial arrest is not 
made if it is not authorized. All warrants must be confirmed through NCIC/VCIN. 


D. When possible, officers will obtain the appropriate assistance necessary to effect an arrest so as to 
maximize officer safety and minimize the chance of injuries or escape. 


E. Arresting officers will execute, or cause to be executed, all known outstanding warrants, 
indictments, and summonses, and will provide, or cause to be provided, a copy of such legal 
process to the prisoner. 


F. Officers will forthwith transport the prisoner to the magistrate for a bail hearing and/or a probable 
cause hearing. This does not preclude transporting the prisoner to a medical facility to obtain 
treatment or to a police building for investigative purposes. 


G. Officers will conduct any appropriate investigation and complete all required initial reports in 
accordance with departmental guidelines and procedures. (1.2.5 a) 


H. Only sworn personnel will execute arrest warrants. (74.3.2) 


I. Officers will attempt to serve any warrants, summonses, Emergency Protective Orders, or 
detention orders they secure. Prior to attempting service, officers must bring the paperwork to the 
PRU so that the item(s) can be logged in the Records Management System (RMS), NCIC/VCIN, 
and the PRU log book. The item can then be checked out to the officer attempting service. 


J. Emergency Protective Orders (EPO’s): 


1. Any officer who secures an Emergency Protective Order (EPO) will attempt to serve it within 
two hours of its issuance. 


2. Once served, officers must immediately return all protective orders to PRU to allow for entry 
into NCIC/VCIN within two hours. 


3. If the securing officer is unable to complete service to both parties and has documented his or 
her service attempts, the Fugitive Apprehension Unit (FAU) will attempt secondary service of 
the EPO, if possible, before its expiration. 


4. If an individual obtains an EPO from the magistrate for actions that do not require an IBR, the 
PRU clerk will, upon receipt of the EPO, contact the communications center in order to 
generate a call for service. The assigned officer will attempt to serve the EPO. 


K. Officers assigned to the FAU have primary responsibility for handling un-served Priority I 
warrants. Warrants assigned to FAU personnel are highlighted on the daily “Active Warrants 
List.” To avoid interference with FAU investigations, officers should not proactively target these 
individuals, but should make an arrest if the individual is encountered. 
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L. Uniform Patrol and Community Services Unit officers shall proactively serve Priority I and II 
warrants in their assigned area that are listed on the published active warrant list. Emphasis 
should be directed toward Priority I warrants that are not assigned to FAU with secondary 
emphasis directed toward Priority II warrants. It is not required to have the warrant “in hand” to 
serve it, but officers must verify that the warrant is still active before attempting service. 


M. Unsuccessful warrant service attempts: 


1. The primary officer must document all unsuccessful attempts to serve outstanding warrants, 
indictments, summonses, detention orders, Emergency Protective Orders (EPO), Preliminary 
Protective Orders (PPO), or Protective Orders (PO) in the “tracking” section of the RMS 
warrant module, including any relevant notes. 


2. The officer must include the address where service was attempted in the tracking notes he or 
she enters (address shown in RMS warrant module may change as records are updated, thus 
making it difficult for other officers to determine what location was already visited). 


3. Only those officers without MDC access may use the paper warrant tracking form to record 
the service attempt. 


4. Officers will leave a door hanger at the location if unsuccessful. 


N. The Department will serve misdemeanor and felony warrants from other cities upon request and 
when an officer has a wanted subject in custody. The originating agency will fax a copy of the 
warrant to the PRU. (74.1.3, b) 


II. Arrest Warrant Execution Authority 


A. For Fourth Amendment purposes, an arrest warrant founded on probable cause implicitly carries 
with it limited authority to enter a dwelling in which a suspect lives when there is reason to 
believe that the suspect is within (Payton v. New York). The rule applies to misdemeanor 
warrants and felonies (United States v. Spencer, Archer v. Commonwealth). 


B. Officers may make a non-consensual and/or forced entry into a suspect’s home with an arrest 
warrant only when there is a reasonable belief or probable cause that the suspect is inside. 
Officers must be able to articulate the reasons that lead to this belief. When determining forced 
entry consider that nature of the crime for which you have an arrest warrant and any potential 
danger to involved officers. 


C. Non-consensual entry - A police officer may enter the residence of a person named in an arrest 
warrant (not forced entry — while any entry into a home without permission is considered to be 
“forced entry” this section applies to those situations where officers enter without any physical 
force or damage, e.g., the homeowner states that you cannot enter, yet you do so by going 
through the open door and bypassing the resident) to affect the arrest without having the actual 
warrant “in-hand” as long as the officer has verified: 


1. The existence of an outstanding warrant for the suspect has been verified by the Magistrate or 
another Portsmouth Police officer and is physically “in hand.” 
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2. The residence to be entered is the same address recorded on the arrest warrant (note that the 
address in RMS and on the daily Active Warrants List is automatically updated, and may not 
be the address that is actually listed on the warrant). If the wanted person is inside a third party 
residence, officers shall secure the scene and obtain a search warrant in order to enter and 
make the arrest of the wanted person. 


3. The officer can positively identify the suspect and has reason to believe the suspect is inside. 


D. Forced entry (e.g., pry bar or ram) - All of the requirements for non-consensual entry in IV.C must 
be met. Additionally: 


1. Absent exigent circumstances, personnel shall notify their supervisor before forcing entry. The 
supervisor will respond and determine if entry is warranted based upon the nature of the warrant 
and the capabilities and availability of officers. 


2. Officers should not force entry into a residence for relatively minor offenses. 
3. If forced entry is authorized, the officers shall have the warrant “in hand” prior to doing so. 


4. If an officer forces entry where damage results, he or she will complete a city damage to property 
report. 


III. Warrant Records Management — for this section, the term warrant is includes warrants, 
indictments, capiases, summonses, detention orders, Emergency Protective Orders, preliminary 
protective orders, and protective orders. 


A. Court personnel and obtaining officers will generally deliver warrants to PRU. If a citizen 
secures a warrant, the magistrate will call PRU and one of its clerks will pick up the warrant for 
processing. 


B. PRU Quality Control Specialists will enter all warrants and detention orders issued within the 
city of Portsmouth into the RMS warrant module as soon as the Magistrate issues it. If the 
obtaining officer intends to attempt service on a newly obtained warrant for which the accused is 
not already in custody, it should be logged into PRU prior to attempting service. The Department 
will maintain such warrant records even if a warrant is subsequently served to allow for the 
compilation of statistical information. PRU personnel will not enter warrants received from other 
jurisdictions into RMS. (74.1.3, €) 


C. Officers shall return all unserved warrants to PRU prior to securing from duty. Officers shall not 
transfer any warrant to another officer without logging it in and out of PRU. Investigators shall 
not leave unserved warrants in their desks or vehicles at the conclusion of their shift. 


D. Any warrant purging shall comply with Virginia Code § 19.2-76.1. 
E. Quality Control Specialists will maintain the tracking notes data contained in the RMS warrant 
module. Such notes document our efforts at warrant service, such as number of attempts, 


information found through research, calls made by officers or clerks regarding the warrants, 
letters sent to wanted persons and purging or recall of warrants. PRU staff will review the 
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tracking sheets on any warrants that are checked out and then returned to PRU to ensure that the 
tracking notes in RMS are up-to-date. 


F. Quality Control Specialists will review each warrant received from the courts, the magistrates or 
other jurisdictions for accuracy and ensure they contain the signature of the issuing authority. 


G. Quality Control Specialists should cross reference each warrant and detention order with the 
corresponding Police incident report. They must then enter each detention order and warrant into 
NCIC/VCIN as required by NCIC/VCIN manuals and procedures. (74.1.3, d) 


H. PRU personnel will identify outstanding warrants for each primary beat, print a PISTOL sheet 
with the suspect’s information, and attach a tracking sheet for use by police personnel attempting 
to serve the warrant. 


I. PRU personnel (and/or booking unit personnel) will research warrants to determine if the suspect 
is incarcerated in either the City jail or the Hampton Roads Regional jail. If the suspect is in 
another jurisdiction’s jail, the officer will fax the warrant to that jurisdiction for service. 


J. Each warrant jacket will contain the warrant, any extradition limitations or requirements, and 
VCIN/NCIC entry information as required by NCIC/VCIN manuals and procedures. 


K. PRU personnel will prepare warrant and detention order tracking sheets that include the 
following information 


1. Date and time service was executed/attempted; (74.1.2) 
2. Name of the officer executing/attempting service; (74.1.2, b) 
3. Name of the person on whom legal process was served/executed (74.1.2, c) 
4. Method of service/reason for non-service; and (74.1.1, d) 
5. Address of service/attempt (74.1.2, e) 


L. PRU will house the alphabetical warrant and detention order files. This allows officers 24 hour 
access to warrants from a secure location. (74.1.3, f) 


M. PRU and FAU personnel are the only personnel authorized to enter and remove any legal process 
from its file location or the designated box. Any warrant removed from the PRU or FAU warrant 
files will be signed out in the designated logbook indicating who the warrant is assigned to. 
Officers will return all warrants to PRU at the conclusion of their shift. 


N. PRU shall log all criminal summonses checked in or out by Uniform Patrol officers in the log 
book. Such summonses must be returned prior to the end of the officer’s shift. The PRU Sergeant 
shall check daily to ensure the summonses are returned. 


O. PRU personnel will monitor daily the Portsmouth issued unacknowledged warrant list generated 
in VCIN through the E-Magistrate system. Personnel must acknowledge all issued warrants in 
VCIN, and update and modify the original VCIN entry within 72 hours of issuance. 

P. PRU personnel must check for and ensure removal of served criminal warrants from NCIC/VCIN 


and our active files. They must also update them as served in RMS. (74.1.3, a, e) 
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Q. Quality Control Specialists shall review any warrant removal made by clerks after hours to ensure 
they were done correctly and in accordance with VCIN/NCIC requirements. (74.1.3, a) 


R. Virginia Code requires periodic review of all active warrants by the PRU Sergeant and, in 
accordance with such code, presentation of them to the Commonwealth’s Attorney for review. 
PRU personnel shall remove any warrant ordered for destruction from the active warrant file and 
from NCIC/VCIN. PRU will also change the warrant status to purged in the tracking notes of the 
Warrant module in RMS. 


S. When confirming a warrant, PRU personnel must physically pull the warrant and ensure it is in 
hand rather than relying upon PISTOL data. (74.1.3 d) 


T. PRU personnel will generate a “notification” letter from RMS for each un-served warrant or 
summons and mail it to the best known address of the wanted person(s). PRU personnel shall not 
send the letter sooner than five calendar days after the warrant is issued in order to allow for 
personal service attempts. They shall send the letters not later than ten calendar days after entry. 
They shall not send letters for class 1 through 4 felonies. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Arrestee Suicide Prevention OPR 58 
Effective: 12.14.15 2 pages 
Supersedes: | 03.12.12 CALEA: 71.3.2, 71.3.3, 71.5.1 

APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: It is the Department’s policy to identify all detainees who may be seriously impaired from 
drugs or alcohol and/or who may become suicidal. The Department is committed to offering the best 
care possible to all detainees held in temporary detention areas. A critical part of this care is the 
assessment of those persons who may be seriously impaired and/or suicidal. Once an officer makes an 
assessment that the detainee is at risk, it is paramount to have a plan for holding and observing these 
individuals. The procedures that follow outline the steps to conduct a proper assessment, and the 
procedures to follow when an officer places a person who appears to be at risk from drug intoxication 
and/or who may have suicidal tendencies in a temporary holding area. 


GUIDELINES: The Department will educate officers on suicide prevention and take steps during the 
arrest and booking process to identify potential warning signs indicating that a person in temporary 
detention or in custody may be contemplating suicide. This policy outlines preventative measures 
regarding securing personal property that could be utilized in a suicide attempt, and sets forth an 
intervention plan should an arrestee exhibit signs indicative of being a high risk for suicide. 


PROCEDURES: 
I. Prevention: 


A. Officers will remove shoelaces, belts, jewelry, scarves, neckties, and any other clothing item 
commonly used in suicide attempts from all arrestees in temporary detention prior to securing 
them n a temporary holding room. Officers will then secure the arrestee’s wrists (behind their 
back) to a bullring unless they have a medical condition which precludes them from having both 
wrists secured. Officers will also use leg shackles on both legs and secure them to the bullring. 

(71.3.2) 

B. Officers will note items they take from the arrestee on the outside of the evidence bag. If officers 
remove cash from an arrestee they will count the money in front of the arrestee and note the 
amount on the outside of the bag. Officers will again count the money if they turn a prisoner over 
to the Sheriff’s Department. 


C. If an officer has reason to believe based upon behavioral indicators, threats of suicide, harm to 
self, or other indicators that an arrestee may be suicidal, he or she will follow the procedures 
described in paragraph II below. 


D. Officers may determine the arrestee’s suicide potential through the following indicators: 
1. Behavioral Clues 
a. Sudden change in behavior; 


b. Difficultly relating to others; 
c. Withdrawal; 
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d. Evidence of mental illness; 

e. Current depression, paranoia, or hallucinations; 

f. Despondent or expresses extreme guilt over offense committed; 
g. Hopelessness; 

h. Crying/tearfulness. 


2. Verbal clues 

Statement indicating suicide; 

Desire to tell family or loved one goodbye; 
Intense religious activity; 

Speaks unrealistically about getting out of jail. 


ano op 


3. Situational 
a. The arrestee was involved in an incident which resulted in the serious injury or death of a 
family member or loved one; 
b. The officer took the arrestee into custody for irrational behavior that coincides with the 
anniversary of a significant event in their life; 
c. The arrestee has just lost their job or home; 
d. The arrestee is experiencing relationship issues. 


II. Intervention 


A. 


If an arrestee makes statements that he or she wants to harm him or herself, or if the officer 
believes based upon observed behavior that the individual is suicidal the officer shall contact 
Behavioral Healthcare to request a mental evaluation. 


Once an officer identifies an arrestee as a potential suicide risk, the officer will notify the shift 
commander immediately, and the arrestee will remain under constant supervision either in 
person or via a monitor in the Processing Room. (71.3.3 f, 71.5.1 a) 


Officers shall refrain from executing any arrest warrants until processing occurs. If the 
Behavioral Health professional decides that a committal is necessary, the officer will make 
arrangements with the receiving institution to contact the Police Department when the individual 
is ready to be released. The Officer or their supervisor will contact the Shift Commander to have 
the details of the committal placed in the Shift Report. 


. If the Behavioral Health professional determines that a committal is not necessary, the officer 


will document the name of the caseworker and the date and time of that notification. The officer 
will notify a supervisor of the decision and the supervisor will pass that information on to the 
Shift Commander for inclusion in the Shift Report. 


The arresting officer will pass all information regarding a potential risk of suicide on to the 
intake deputy and document the deputy’s name in the IBR. 


APPROVED: Maa Mock 
Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Active Threat Incident Response OPR | 59 
Effective: 04.09.19 6 pages 
Supersedes: | NEW VALEAC: OPR.05.01 


APPROVED: Angela Greene, Chief of Police 


PURPOSE: To outline the Department’s response to Active Threat incidents in conjunction with 
Portsmouth Fire, Rescue, and Emergency Services; and with the Portsmouth Sheriff s Office. 


POLICY: It is the policy of the Portsmouth Police Department to provide an immediate 
response to on-going, imminent, life-threatening situations and protect life, particularly where the 
delayed deployment of officers could result in loss of life. The ultimate goal is to stop the “Active 
Threat” by arrest, containment, or appropriate use of force. 


I. DEFINITIONS 


A. Active Threat — Any incident which, by its deliberate nature creates an immediate deadly 
threat or presents an imminent danger to the community. In addition to individuals 
using firearms (active threats), it is possible for other types of weapons or instruments 
tobe used by offenders who want to cause mass casualties and harm. The specific 
objective of the suspect(s) appears to be that of mass casualties/injuries/murder, rather 
than other forcible felonies such as robbery, hostage taking, etc. 


1. An Active Threat is not merely: 
a) A hostage situation, 
b) An armed, barricaded person, 
c) A person threatening suicide, 
d) An armed subject, 
e) Reports of shots fired, 
f) Or similar narrowly-defined incidents. 


2. An Active Threat incident should be considered: 
a) in any location where multiple persons are gathered; 
b) an offender or multiple offenders are engaged in a hostile event; 
c) causing and continuing to cause harm, injury, or death. 


B. Casualty Collection Point (CCP) — The Casualty Collection Point (CCP) is a forward 
location where victims can be assembled for movement from areas of risk (Hot/Warm) to 
the triage/treatment area. It is a temporary location to stage patient until a formal 
treatment area is created in the Cold Zone. Although the CCP may be used to relocate 
patients away from the hot zone, hazard mitigation remains the priority. Based on 
incident dynamics, multiple CCP locations may be required but should be kept to a 
minimum. 


OPR-59 Active Threat Response 05.01.19 Page 1 of 6 


1. Types of casualty collection points: 
a) External CCP — established outside a target structure/space. 
b) Internal CCP — established inside the target structure/space. 
c) Law Enforcement CCP — established by law enforcement officers when an 
area cannot be secured. Law enforcement officers are responsible for patient 
evacuation to an internal or external CCP staffed with Fire/EMS personnel. 


2. CCP will typically be in the warm zone in close proximity to the injured persons. 
Law enforcement personnel shall provide dedicated, continuous, security measures 
at CCPs for the safety of Fire/EMS/Medical staff and victims/patients. 


3. CCPs provide a transfer point in the movement of victims from the Hot/Threat zone 
to the Treatment and Transportation areas in the Cold/Secure zone. 


C. Contact Team - Comprised of the first responding officers to an active threat incident. 
The team size is typically from one to four officers. Its immediate goal is to locate 
the threat(s), stop the threatening behavior, and mitigate any harm to the victims. 


D. Police Rescue Team — A team of law enforcement officers (three to five) assigned to 
victim rescue and extraction to a CCP when it is unreasonable or unsafe to deploy a 
Rescue Task Force (RTF). 


E. Rescue Task Force — A group of law enforcement and Fire/EMS personnel to effect 
stabilization and rescue of injured persons inside the warm zone for transfer to the CCP. 
Ideally the RTF will be assigned three (3) law enforcement personnel as the security 
element and four (4) Fire/EMS personnel as the medical element. 


F. Evacuation Corridor — An area secured by law enforcement personnel that allows for a 
mitigated risk in transporting victims. Typically there will be a minimum of two 
evacuation corridors — one for transport from location found to the CCP; and another 
from the CCP to the Treatment Area. 


G. Mass Casualty Incident (MCI) — incidents involving the death or serious injury of 
multiple persons. MCIs produce a large number of casualties in a relatively short period 
of time and may exceed local logistic support capabilities. 


H. Safe — a term used to describe a zone or an area that is believed to be free from danger or 
attack. Safe indicates there is no known threat to personnel. 


I. | Secure — a term used to describe law enforcement possession or control of an area, 
person, object, etc. “Secure” indicates there may be a potential threat present. Scenes 
deemed “secure” are not considered “safe.” Fire/EMS personnel shall rapidly remove 
victims from secure areas and conduct treatment in a safe area. 


J. Treatment Area — Area maintained by Fire/EMS for stabilizing medical care. The 
Treatment Area shall be in a safe location, remote from the Hot/Threat Zone, and 
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typically located in the Cold Zone. Consider the deployment of large fire apparatus or 
buses to provide additional concealment. 


K. Unified Command - The process by which the incident commanders, of all of the 
various agencies responding to an event, work together to manage the incident in 


accordance with NIMS Protocol. 


Il. PROCEDURE 


ee. 


1. Theater 

2. School 

3. Church 

4. Daycare 

5. Office Building 

6. Large, populated commercial structure (i.e. shopping center) 
B. Law j Response: 

1. 

2; 

3. 

4. 

5. 

6. 


C. Fire/EMS Active Threat Response: in accordance with Standard Department Policy. 


D. Responding Unit Procedures 
1. 


2. These events are resource-intensive. Expect a large volume of emergency vehicle 
traffic. It is imperative that personnel respond immediately, and safely, to ensure 
resources arrive at the location of greatest need. 


E. The first arriving unit(s) shall attempt to confirm the incident j j j 
observation, or other means. 
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D 


H. Broadcast status of the scene as soon as possible to responding units: 


1. Estimated number of offenders, weapons, description, and location (if known) 
a The location and number of known wounded; 
Contact team’s location; 


Ri. 


J. Law enforcement personnel may form Police Rescue Teams (PRTs) to extract and move 
victims from unsecure areas or Hot Zones to Casualty Collection Points (CCPs). 


K. Law enforcement and Fire/EMS personnel will form Rescue Task Forces (RTFs) to 
evacuate victims from the Warm Zone to the Casualty Collection Points (CCPs). 


L. If no indicators of a continued active threat are evident, officers shall lock down and 
secure the immediate area of the threat(s), initiate triage, and render aid to wounded 
persons. 


M. Explosives - If explosives are encountered by the Contact Team(s) during the event: 


N. Specific response procedures and tactics will be in accordance with Department training 
plans. 
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HI. COMMAND AND CONTROL 


A. Incident Command and Unified Command will be established in accordance with 
Department training plans, the City of Portsmouth Emergency Operations Plan, and the 
National Incident Management System. 


1. The first or second arriving supervisor will establish command. As soon as 
practical, the law enforcement command shall form a Unified Command with other 
responding agencies. 


2; In the event a law enforcement command is not established with ten minutes of 
arrival, ECC dispatchers shall request the designation of a law enforcement incident 
commander and location. 


3. | Command vehicles (law enforcement, Fire/EMS, outside agencies) shall be co- 
located. 


4. Law enforcement perimeters shall be established as soon as practical. 


B. Law Enforcement Responsibilities: 

Locate and contain threat; 

Containment of hostile environment; 

Identification of zones and perimeters; 

Movement of victims (Police Rescue Team) from Hot Zone to Warm Zone CCP. 

Form Rescue Task Forces with Fire/EMS for movement of victims within Warm 

Zone to CCP. 

6. Identify and maintain Evacuation Corridors (to CCP and from CCP to Treatment) 

7. Frisk/search any injured person moved to the CCP or treatment area for the 
presence of dangerous weapons. 

8. Maintain security of CCP 

9. Incident investigation 


Sot incall aco 


C. Casualty care will preempt investigative interviews when medically necessary. 


D. SWAT Response will be consistent with SWAT standards and training. 


IV. MAINTAINING READINESS 


A. The Police Department's Training Division personnel will conduct documented exercises 
and rehearsals to maintain a level of readiness. Training needs identified during training 
will be brought to the attention of the Training Division. Documented review of training 
needs for emergency situations, to include active threats, will be done by the Training 
Division no less than annually. 
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B. Police officers’ skill sets for an active threat incident are perishable and need continuous 
training to maintain a proficient response to active threat incidents. 


C. This policy will be reviewed annually. 


D. The Police Department and Fire Department will conduct at least one joint training 
exercise annually. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Naloxone Procedures OPR | 60 
Effective: 07.06.17 4 pages 
Supersedes: | New VALEAC: WA 

APPROVED: Tonya Chapman, Chief of Police 


PURPOSE: To provide guidance to officers on the administration of nasal naloxone in order to reduce 
the number of fatalities which occur as a result of opiate overdoses, and to establish guidelines and 
regulations governing the Department’s utilization of nasal naloxone. 


POLICY: The goals of officers responding to a suspected opiate overdose are to provide immediate 
assistance via the use of nasal naloxone where appropriate, to provide any treatment commensurate with 
their training as first responders, to assist on scene EMS personnel, and to handle any criminal 
investigations that may arise. In order to reduce the number of fatalities which can result from opiate 
overdoses, the Department will train officers on the proper naloxone administration. 


DEFINITIONS: 


Opiate: A medication or drug derived from the opium poppy or that mimics an opiates effects (a synthetic 
opiate). Opiate drugs are narcotic sedatives that depress central nervous system activity, reduce pain, and 
induce sleep. Commonly encountered opiates include: morphine, methadone, codeine, heroin, fentanyl, 
oxycodone (OxyContin®, Percocet®, and Percodan®) and hydrocodone (Vicodin®). 


Naloxone: An opioid antagonist that officers can use to counter the effects of an opiate overdose. 
Specifically, it can displace opioids from the brain receptors that control the central nervous and 
respiratory systems. It is marketed under various trademarks including Narcan®. 


Medical Director: A designated Doctor who is licensed to practice medicine in the Department’s 
jurisdiction. 


Nasal Naloxone Coordinator: An individual the Department designates to collect, review and track all 
reports of naloxone usage, and who is responsible for any subsequent reporting necessary to any state or 
federal agency as required by law in connection with Department personnel use of naloxone. 


REVIVE Kit: At a minimum should include the following: 


Leur-Jet luer-lock syringe prefilled with naloxone. 

Mucosal atomization devices (MAD). 

Latex free medical gloves. 

Rescue breathing shield. 

Information card (includes naloxone and rescue position graphics). 


rsa ceed a 


PROCEDURES: 
I. Medical Direction/Training/Administration 


A. The Portsmouth Fire, Rescue and Emergency Services Operational Medical Director is the 
program’s medical director. His or her responsibilities include: 
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Il. 


1. Serve as the prescribing physician for the program. 
2. Conduct performance improvement evaluations of the program with the Department’s 
naloxone Coordinator. 


The Department shall ensure that officers chosen to participate in the naloxone program are 
trained in naloxone use and are currently certified in CPR as required by Department policy. 


Naloxone refresher training shall occur bi-annually and consist of familiarity with the assembly 
of the overdose rescue kit and the effective administration and maintenance of naloxone. 


. The Planning and Administrative Bureau Commander, or designee, shall be the Department’s 


Naloxone Program Coordinator. His or her duties include: 


1. Coordinating and implementing the initial state mandated training for personnel participating 
in the naloxone program and all required refresher training. 

2. Ensuring that training rosters are submitted to the Training Division. 

3. Requesting from the Fire Department’s EMS division or the Health Department, the necessary 
medication for lost, damaged, or expired medication. Maryview Medical Center is the primary 
naloxone supplier as outlined in the Tidewater Regional EMS Council restocking agreement 
with the Fire Department. 

4. Implementing the proper inventory controls and safeguards for Department issued naloxone. 


5. Maintaining administrative records regarding Department use of naloxone and disseminating such 


records to the Fire Department’s EMS Division. 


Nasal Naloxone Deployment: 


A. When an officer arrives on the scene of a medical emergency prior to the arrival of EMS, 


B. 


and has made a good faith determination that the patient is suffering from an opiate overdose, 
the officer should administer a half dose (1 mg) of naloxone to the patient by way of the nasal 
passage into one nostril. Repeat after three or four minutes if needed. 


Administration Procedures: 


1. Officers should use universal precautions and protection from blood borne pathogens and 
communicable diseases when administering naloxone (refer to OPR-44). 


2. Upon arrival on scene, officers must first perform a patient assessment as prescribed 
by Department training and the National Safety Council’s First Responder Guidelines, and 
shall consider statements from witnesses and/or family members regarding the patient’s 
drug use. 


3. Officers shall examine the victim for possible contraindications for intranasal administration 
of naloxone (e.g., facial trauma, nasal obstruction, bloody nose). 


4. To be considered for naloxone administration, the victim should be unresponsive and 
have reduced respirations possibly attributable to an opioid overdose. 


5. Officers can ensure unresponsiveness and reduced respirations by calling out to the 
victim and performing a noxious stimulus (sternum rub). 
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6. Officers shall update dispatch that the patient is in a potential overdose state. 


z 


Dispatch will then update the Fire Department. 


. Officers will start rescue breathing with a barrier shield. 


Oo œ 


. Officers shall administer naloxone per Department training and use the nasal mist adapter 
that is attached to the naloxone kit to administer a 1 milligram dose of naloxone (half of the 
syringe) into each nostril. Officers should be aware that a rapid reversal of an opiate overdose 
may cause projectile vomiting by the patient and/or violent behavior. This can be dramatic but is 
not life-threatening. Try keeping the person calm and encourage him or her to seek medical 
attention. Depending upon how long they were without oxygen they could need emergency 
medical assistance. 


10. Officers shall return to rescue breathing until spontaneous respirations are restored. 


11. If a second administration of naloxone is needed officers will administer a 1 milligram 
dose (half of the syringe) into one nostril. 


12. When respirations are restored, officers shall move the victim into the recovery position 
on their side to prevent aspiration in the event of vomiting. 


13. Officers shall note the time of naloxone administration to report to Fire Department 
Personnel. They shall also report this in their Incident Report. 


14. Officers shall continue to monitor the patient until an ambulance arrives and transfers him 
or her to emergency medical personnel for further evaluation and treatment. 


15. The officer shall inform EMS immediately upon their arrival of the treatment rendered and the 
patient’s condition. The officer shall not relinquish care of the patient until relieved by a 
person with a higher level of training. The officer should note the time and to whose care the 
patient is relinquished in their Incident Report. 


16. Officers will complete a Naloxone Administration Form and submit it to the Records Unit. 
The Records Unit will forward the form to the Naloxone Program Coordinator. 


III. Maintenance/Supply Replacement 


A. Officers will store naloxone out of direct light and at room temperature (between 59 and 77 
degrees Fahrenheit). Officers shall not leave the kits in their cars for extended time periods and 
should not subject them to extreme heat or cold as this will impact the medication’s 
effectiveness. Remove your kits from your vehicles at the end of your shift and store in your 
home or in OSC. 
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B. The Department will retain expired naloxone for training use, or the Program administrator will 
properly dispose of it and document the disposal. 


C. Officers will replace the following used supplies from the responding medic unit’s IV/Drug box 
for their revive kits. Officers will obtain all other supplies from the Department. 


1. Naloxone (concentration 2 mg/mL). 
2. Mucosal atomization device (MAD). 
3. One pair of latex-free medical gloves. 


APPROVED: eas Cae 


Tonya D. Chapman, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Rules of Conduct ADM | 01 
Effective: 08.02.17 7 pages 
Supersedes: 01.28.16 VALEAC: PER.O9.01 

APPROVED: Tonya D. Chapman, Chief of Police 


PURPOSE: To ensure that Department employees understand the prohibitions and limitations 
pertaining to their conduct and activities while on and off duty. The rules of conduct set forth herein are 
not intended to serve as an exhaustive list of requirements, limitations, or prohibitions on employee 
conduct and activities established by this Department. Rather, they are intended to 1) alert employees to 
some of the more sensitive and often problematic matters involved in police conduct and ethics; 2) 
specify, where possible, actions and inactions that are contrary to, and that conflict with, the duties and 
responsibilities of law enforcement personnel; and 3) guide employees in conducting themselves and 
their affairs in a manner that reflects department standards and professionalism. (PER.09.01) 


POLICY: Employee actions that are inconsistent, incompatible, or in conflict with Department values 
negatively affect its reputation and that of its employees. Such actions and inactions thereby detract from 
the Department’s overall ability to effectively and efficiently protect the public, maintain peace and 
order, and conduct other essential business. Therefore, it is this Department’s policy that employees 
conduct themselves at all times in a manner that reflects the ethical standards consistent with the rules 
contained in this policy and otherwise disseminated by this Department. 


NOTE: The term “Department employee” or “employee” as used in this document, includes both sworn 
and civilian personnel whether full time, part time, or volunteer. The following rules are interpreted 
under the scope and responsibilities specifically associated with the individual’s position. 


PROCEDURES: 


I. Sworn Department employees will, at all times within jurisdictional limits, prevent crime, preserve the 
peace, protect life and property, detect and arrest violators, and enforce the laws of the United States, 
the Commonwealth of Virginia, and all local ordinances in accordance with the rules, regulations, 
policies, procedures, and orders of the jurisdiction and the Department. Employees will be mindful that 
when they act under the “color of the law” (working in you official capacity for the Department), this 
includes not only laws but also policies and procedures. 


II. Obedience to Laws, Ordinances, Rules, and Regulations 


A. Department employees will obey all federal, state, and local laws, and the laws and ordinances of 
any other municipality in which they may be present. Employees will obey all rules, regulations, 
directives, and orders this Department may issue. 

B. Employees will obey all lawful orders issued to them by competent authority. Failure to obey, or 
deliberate refusal to obey, any lawful order may subject employees to corrective action. 

C. Supervisors will not knowingly or willfully issue any order in violation of any law, ordinance, or 
Departmental rule, regulation, general or special order. 

D. To facilitate effective supervision, direction, and control, employees will promptly obey any lawful 
order issued by a supervisor. 

E. Employees are not required to obey any order which is contrary to the laws of the United States, 
Commonwealth of Virginia, or Portsmouth ordinances. However, such refusal to obey is the 
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A. 


B. 


individual’s responsibility and he or she will be required to justify the action taken. Employees 
who are given orders they know to be contrary to Department rules or regulations should inform 
the person giving the orders of their belief that the orders are unlawful. If the orders are repeated 
and the negative view persists, the individual should immediately inform the next higher 
supervisor in the chain of command. At the first opportunity, the individual will report in writing 
the full facts of the incident to the Chief of Police through the chain of command. 

When officially detailed outside of Portsmouth, employees will carry out orders and directives 
from competent authority. 


. Department employees will observe and respect citizen’s constitutional rights. 
. Employees will not falsely make any type of report, oral or written, or knowingly enter or cause 


to be entered any inaccurate, false, or improper information in Department records. 


III. Disciplinary/ Personnel Actions 


Disciplinary actions may include oral counseling or reprimand, a supervisor’s memorandum, 
suspension without pay, demotion or termination. Personnel actions may include probation, 
counseling, training, close supervision, performance evaluations, or transfer. 


As appropriate, supervisors may take disciplinary action for any of the following reasons: 


1. Incompetent or inefficient performance of duty or inattention to or dereliction of duty. 

2. Insubordination, discourteous treatment of the public or a fellow employee, or any act of 
omission or commission which discredits, injures, or jeopardizes the effective functioning of 
the public service. 

3. Mental or physical unfitness for the position which the individual holds. 

4. Conviction of a felony or a misdemeanor involving moral turpitude, or a pattern of misconduct 
as manifested by a series of convictions of misdemeanors not involving moral turpitude. 

5. Failure to report to a supervisor any misconduct, incompetence, inefficiency, neglect of duty, 
or any other form of misconduct or negligence of which the individual has knowledge. 

6. Failure by supervisors to take corrective action towards employees under their supervision 
who may be guilty of any form of neglect of duty or misconduct where the supervisor knows 
or should have known of such dereliction. 

7. Failure to achieve professional progress and advancement in accordance with reasonable and 
definitive criteria established by the Civil Service Commission, and set forth in its rules and 
regulations. However, such failure must be a personal failure by the individual and not one 
directly caused by conditions beyond his or her control. Further, no person will be disciplined 
under this rule unless and until he or she is given adequate written notice of his or her 
deficiencies and has been allowed a reasonable time to correct them. 


Examples of behavior specifically prohibited include: 


1. Engaging in any type of criminal activity except in the performance of duty and authorized 
by the Chief of Police. 

Acting as bailor for anyone other than a family member (sworn employees). 

Releasing information that would be useful to an escapee from custody or would hamper an 
investigation. 

Unlawful gambling. 

Recommending legal counsel or bondsmen to any person except to a family employee. 
Publicly criticizing fellow employees, superior officers, or any city official. 

Use of harsh, profane, provoking or obscene language toward any employee or the public. 


p9: IY 
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8. Sleeping on duty. 
9. Sexual activity on duty. 

10. Interfering in the private business or affairs of another without cause. Unwarranted 
interference not in the direct accomplishment of Departmental law enforcement goals and 
objectives of justice, constitutes misconduct and/or malfeasance. 

11. Acting as an agency for any professional service where fees may be charged, unless the Chief 
of Police has authorized that employment, e.g., attorneys, wrecker services, auto repair 
shops, funeral homes, etc. 

12. Patrolling in a private vehicle unless specifically authorized by the Chief of Police or designee. 

13. Interfering, or attempting to interfere, with investigations assigned to other employees. 

13. Conducting self-initiated investigations without the knowledge of the investigating 
employee’s immediate supervisor. Professional Standards Bureau (PSB) investigations are 
handled in accordance with that Unit’s operational guidelines. 


IV. General Conduct 


A. Employees will display respect for their superior officers, subordinates, and associates. 

B. Employees will address their subordinates, associates, supervisors and the public courteously and 

will not use abusive, violent, insulting, or provoking language, or any other language which 

could be deemed offensive to any person or group by reason of their racial or ethnic background, 
or political or religious affiliation. 

Employees will be civil and courteous at all times. They will maintain an even disposition and 

remain calm, regardless of provocation, in executing their duties. 

. Employees will not gossip or speak rumors detrimental to the department or its employees. 

Employees will always display absolute honesty. 

Employees will cooperate, and coordinate their efforts, with other employees to insure maximum 

effectiveness. This cooperation and coordination extends to other law enforcement and 

government agencies. 

G. Employees will restrict personal conversations or personal associations to an appropriate 
minimum while on duty. 

H. Employees will not display cowardice in the line of duty or in any situation where the public or 
another employee might be subject to physical danger. Unless actually incapacitated themselves, 
employees will aid, assist, and protect fellow employees in times of danger or under conditions 
where danger might reasonably be impending. 

I. Employees will not use, or attempt to use, their official position, badge or credentials for 

personal or financial gain or advantage. 

Employees will adhere to the City of Portsmouth’s Administrative Policy Directives. 

K. Employees will obey all policies regarding the prohibition of sexual, racial, religious, or ethnic 
harassment in the workplace. 

L. Employees will not engage in acts of harassment. Harassment, other than sexual, is verbal or 
physical conduct that denigrates or shows hostility or aversion toward an individual because of 
race, color, religion, sex, national origin, age, or disability which has the purpose or effect of 
creating an intimidating, hostile, or offensive work environment or interferes with an individual's 
work performance or otherwise adversely affects an individual's employment opportunities. 

M. Employees shall cooperate fully in internal administrative investigations conducted by this or 
another authorized agency, and shall provide complete and accurate information regarding any 
issue under investigation. 

N. Officers shall treat violators with respect and courtesy, guard against employing an officious or 
overbearing attitude or language that may belittle, ridicule, or intimidate them, or act in a manner 
that unnecessarily delays the performance of their duty. 


Q 
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O. Officers shall not use their police powers to resolve personal grievances (e.g., those involving the 
officer, family members, employees, relatives, or friends) except under circumstances that would 
justify the use of self-defense, actions to prevent injury to another person, or when a serious 
offense has been committed that would justify an arrest. In all other cases, officers shall summon 
on-duty police personnel and a supervisor where there is personal involvement that would 
reasonably require law enforcement intervention. 

P. Officers shall not knowingly commence or maintain a relationship with anyone under criminal 
investigation, indictment, arrest, or incarceration by this or another criminal justice agency, or who 
has an open and notorious criminal reputation in the community (e.g., persons whom they know, or 
should know, or have reason to believe are involved in felonious activity), except as necessary to the 
performance of official duties, or where unavoidable because of familial relationships. 

Q. Officers shall be guided by state law regarding their participation and involvement in political 
activities. Where state law is silent on this issue, officers shall be guided by the following 
examples of prohibited political activities during working hours, while in uniform, or otherwise 
serving as a representative of this agency: 

1. Engage in any political activity; 

2. Place or affix any campaign literature on city owned property; 

3. Solicit political funds from any Department employee or another governmental agency of this 
jurisdiction; 

4. Solicit contributions, signatures, or other forms of support for political candidates, parties, or 
ballot measures on property owned by this jurisdiction; 

5. Use official authority to interfere with any election or interfere with the political actions of 
other employees or the general public; 

6. Favor, or discriminate against, any person seeking employment because of political opinions 
or affiliations; 

7. Participate in any type of political activity while in uniform. 


V. Gifts, Gratuities, Rewards 


A. Employees will not accept nor solicit, either directly or indirectly, any gift, gratuity, loan or fee 
or any other thing of value arising from, or offered because of police employment, or any activity 
connected with such employment. 

B. Employees will not accept any gift, gratuity or other thing of value whose acceptance might tend 
to influence, directly or indirectly, the actions of any employee in any manner of official 
business, or which might tend to cast any adverse reflection on the Department or any of its 
employees. 

C. Employees will not accept any gifts, gratuities, monetary rewards, or any other considerations for 
services rendered in the line of duty to the community, or to any person, business or agency, 
except the lawful salary and any other fees authorized by the Code of Virginia, or any special 
considerations authorized by the Chief of Police. 

D. Employees will not use the influence of their position for political purpose or personal gain. 


VI. Duty 


A. Employees serve in order to protect lives, preserve the peace, enforce the Commonwealth’s and 
city’s laws, and assist the public with any reasonable request. 

B. Employees will report for duty at the time and place specified by their assignment or orders, and 
will complete the number of hours on duty required by their assignment. They will be properly 
dressed in accordance with the Dress Code Policy. 
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C. On duty employees will not engage in any activity or personal business which would cause them 
to neglect their duties. 

D. Employees will identify themselves to any person requesting their name and rank. 

E. Employees will maintain a working telephone, and will make proper notification of their telephone 
number and address, and of any changes. 

F. Employees will complete and submit all Department required and legally required forms and 
reports before the end of their tour of duty. 

G. Employees will not provide information from law enforcement databases including, but not 
limited to, computer-based vehicle license or name checks, to anyone except for law 
enforcement purposes. 

H. If not incapacitated, employees will notify their supervisor as soon as practical of any injuries 
and the circumstances surrounding the injuries. 

I. On duty employees will keep dispatch informed of their whereabouts and maintain radio contact. 
Employees will maintain a professional attitude and manner when communicating by radio and 
will abide by FCC and Department requirements. 

. Employees will not loiter (stand idly by with no apparent purpose) anywhere while on duty. 
Employees are responsible for the cleanliness and upkeep of police facilities. 

. Employees will keep their police vehicles and assigned equipment clean. 

. Employees must carry police identification with them at all times. Additionally, while on duty 

Department employees will carry a valid driver’s license. 

. Employees will not conceal their identities while on duty, except for some police purpose. 

Employees must notify their supervisors of any circumstances which prevent them from properly 

and lawfully performing their assigned duties. Those circumstances may include suspension of 

driving privileges, taking prescription drugs, physical injuries incurred either on or off duty, etc. 


vO ZZY; 


VII. Use and Possession of Intoxicants (alcoholic beverages and drugs) 


A. Employees will not bring any intoxicating substance into any police building or vehicle except 
when such substance is evidence or contraband, found unsecured, or when its transportation is 
authorized for a law enforcement purpose. 

B. Employees will neither drink nor buy any alcoholic beverage while on duty. Plain clothes 
officers, with the consent of their Bureau Commander, may drink limited alcoholic beverages 
while on duty when necessary to accomplish a police mission. 

C. Employees will not consume alcoholic beverages when wearing the department’s uniform, or 

part of the uniform, regardless of duty status. 

. Employees on callback status will not drink alcoholic beverages or consume other intoxicants. 

Employees who drink alcoholic beverages on their personal time will not commit offensive or 

obnoxious acts which may discredit the department’s image. 

F. Employees, regardless of duty status, will not use any narcotics, hallucinogens, stimulants, or other 
dangerous drugs, unless prescribed by a physician for illness. Employees will notify their supervisor 
whenever they are prescribed such medications. Employees are not to use these medications to the 
extent that the performance of assigned duties will be impaired. 


mo 


VIII. Leave 
A. Employees will not be absent from duty without first obtaining permission from their supervisor. 


B. Employees will, in situations requiring emergency leave or sick leave, notify their supervisor of 
the circumstances as soon as practical. 
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IX. Information 


A. Employees will not divulge police information to which they have access, or which may come to 
their attention, nor will they make information contained in police records or documents available to 
anyone except as provided by law or by competent authority. 

B. Employees will not divulge to anyone the identity of anyone giving information to the 
Department except as otherwise directed by competent authority. 

C. Employees will communicate promptly to a supervisor any information regarding tips on crimes 
or criminal activity, or any other relevant law enforcement information which may come into 
their possession. After conferring with a supervisor, the employee and supervisor will provide 
the information to the appropriate individual(s). 

D. Employees will not discourage or prohibit any other employee from making any lawful or proper 
report, whether on criminal or disciplinary matters, through the chain of command. 

E. Employees will not divulge any Professional Standards Bureau (PSB) or internal investigative 
information which they have knowledge of, whether they are the subject or a witness, to anyone 
outside of the PSB or the Chief of Police. 


X. Public Appearances, Speeches, Statements, Correspondence 


A. Employees will not use official letterhead for their private or commercial correspondence. 

B. Employees will not use or allow to be used, their official police or city identity, city property, or 
anything else which alludes to their official office, to endorse any product or service without the 
written permission of the Chief of Police. 


XI. Court Cases 


A. Employees will refrain from using the powers of their office in the pursuit of strictly private or civil 
matters except those matters where they may be personally involved, where they are required by 
law to exercise their powers, or where a breach of peace is imminent. 

B. Employees will not take part, or be concerned either directly or indirectly, in making or negotiating 
any compromise or arrangement for any person with a view of permitting such person to escape 
the penalty of the law, nor will they, except in the line of duty, attempt to have any traffic violations 
voided, reduced, dismissed or stricken from the record. 

C. Employees will not communicate in any manner, directly or indirectly, information which would 
enable persons who have violated city, state, or federal codes to escape arrest or punishment. 

D. Employees will immediately report to their supervisor any arrests or court actions, both civil and 
criminal, in which they are named. 

E. Employees who detain an employee of another law enforcement agency will immediately notify 
their supervisor. The arresting/detaining employee must take whatever action is appropriate for 
the circumstances, including issuance of citations or making an in-custody arrest. Ranking on- 
duty officers will notify the arrestee’s/suspect’s agency as a matter of professional courtesy. 


XII. Memberships 
A. Employees will not belong to any organization that advocates the violent overthrow of the 
United States government, the Commonwealth of Virginia or any unit of local government, or 


participate in any organization which has a purpose, aim, objective, or practice contrary to the 
obligations of a law enforcement officer under these rules of conduct. 
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XIII. Money Expenditures 


A. Employees will not incur any financial obligations or spend any funds in the Department’s name 
without permission from the Chief of Police or his or her designee. 

B. Employees will not imply or accept financial liability for loss or damage on the city’s behalf. 
Employees will refer any inquiries concerning financial liability to the City Attorney. 


XIV. Conflict of Interest 


A. Actions by Department employees will not conflict, in any way, with the Department’s objectives, 
damage its image, or compromise its law enforcement authority. 


XV. Use of Tobacco 


A. Employees will observe all city regulations regarding smoking in the workplace. 


APPROVED: a oo 


Tonya D. Chapman 
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ADM-01.01 Duty to Intervene and Report 


EFFECTIVE: 6/24/2020 
REVISED: 6/24/2020 


TOTAL PAGES: 2 Angela Greene, Chief of Police 
` Portsmouth Police Department 


References: Special Supplement to ADM-01 


POLICY 


As reasonably possible, employees must intervene in any negative critical behavior by another 
member. For purposes of this Order, “negative critical behavior” includes but is not necessarily 
limited to those behaviors that are clearly illegal, unethical or otherwise grossly inappropriate. In 
particular, it includes any violation of a citizen’s constitutional rights, notably including the right 
to be free from unreasonable force. Further examples of negative critical behavior include theft, 
fraud, inappropriate language, sexual misconduct, harassment, lying and falsifying documents. 


The intervention(s) required above shall include physical acts if necessary and if they can be 
performed in reasonable safety — that is, if they can be undertaken without putting people at 
greater risk of harm than they were already experiencing. 


In a similar vein, employees shall intervene as necessary to ensure proper first aid and/or other 
medical attention is provided to those in need. 


Also, to the extent that an employee would reasonably perceive that another member’s 
involvement with a citizen is unreasonably and/or unnecessarily escalating in terms of physicality 
and/or emotional tension and could foreseeably erupt into negative critical behavior, the 
observing employee must attempt intervention as described in the preceding paragraphs. 


Also, whether or not the employee undertakes intervention efforts in regard to negative critical 
behavior, the employee must immediately report the incident or matter verbally to an 
appropriate supervisor and then promptly report it in writing up the employee’s chain of 
command to the Chief of Police. 


Also, and beyond negative critical behavior, employees shall report to an appropriate supervisor 
all observed or reasonably suspected misconduct, even less severe misconduct, of another 
member. For purposes of this rule, “misconduct” is defined as any violation of policy or other 
clearly established organizational requirements or prohibitions. 


PURPOSE AND DISCUSSION 


Employees and citizens alike benefit when potential misconduct is not perpetrated or when a 
potential mistake is not made. Preventing misconduct saves careers and sometimes lives and 
preserves the integrity of the organization and all members. It is a professional responsibility and, 
in some cases, a moral imperative. Post-incident discipline or other remediation is typically too 
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late to avert the often long-term damage of such behaviors. We must all do what we can to 
prevent or minimize negative critical behavior as well as lesser misconduct. If we take care of 
problems while they small, there will be fewer big problems. 


This noble organization will show zero-tolerance for avoidable failures in this performance area. 
That said, the Department strongly believes that members will shoulder the responsibilities 
described above with a positive spirit that will help assure the best for all members of this 
organization and the community we proudly serve. 


POSSIBLE DISCIPLINARY CONSEQUENCES 
Because of its enormous importance, employees who are in a position reasonably to intervene 
in negative critical behavior but do not do so, and/or who fail to report it, will be held accountable 


in discipline in and to the same degree as if they had perpetrated the misbehavior they should 
have acted against. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Police Officer Authority and Responsibility ADM | 02 


Effective: 08.10.17 3 pages 


Supersedes: | 01.23.12 | VALEAC: ADM.02.01 


APPROVED | Tonya D. Chapman, Chief of Police 


PURPOSE: To outline the authority and responsibility of Portsmouth Police officers when on-duty, 
outside Portsmouth City limits; off-duty, within the Portsmouth City limits; and off-duty, outside 
Portsmouth City limits and the Commonwealth of Virginia. 


GUIDELINES: Pursuant to Virginia State Code § 15.2-1704, Portsmouth officers are vested with all 
the power and authority that formerly belonged to the office of constable at common law, and are 
responsible for the prevention and detection of crime, the apprehension of criminals, the safeguard of 
life and property, the preservation of peace, and the enforcement of state and local laws, and ordinances. 
Additionally, officers have certain duties and responsibilities as law enforcement officers while on-duty, 
outside the City of Portsmouth and while off-duty, both within and outside the City of Portsmouth. This 
Directive establishes these duties and responsibilities. Any official action taken must be correct, lawful, 
and proper. (ADM.02.01) 


PROCEDURES: 
I. Geographical Boundaries 
A. The City of Portsmouth is located in the Hampton Roads area of the Commonwealth of 
Virginia. It is bordered on the east by the Elizabeth River, on the north and west by the 
City of Suffolk, and on the South and West by the City of Chesapeake. 
II. Concurrent Jurisdiction 
A. The Portsmouth Police Department shares concurrent jurisdiction with the Portsmouth 
City Sheriff’s Office, the Virginia State Police, and the United States Government which 
owns and utilizes large and small military and civilian bases, installations and offices. 
III. On Duty, Outside City Limits 
A. The Mutual Aid Agreement between the Cities of Chesapeake, Hampton, Newport News, 
Norfolk, Portsmouth, Suffolk, Virginia Beach, Williamsburg, Franklin and Poquoson, the 
County of James City, the Sheriffs of the Counties of York, Gloucester, Isle of Wight, 
Northampton, Surry, Windsor and Accomack, and Towns of Smithfield and Windsor states: 
Paragraph 2 “Requests for assistance pursuant to the terms and conditions of the Agreement shall 
be made by the requesting jurisdiction’s Chief of Police or Sheriff, whichever is applicable, or 


their respective designee.” 


Paragraph 4 “The personnel of the requested party shall render assistance under the direction of 
the Chief of Police or Sheriff of the requesting jurisdiction.” 
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B. 


On-duty officers who become aware of a situation requiring police action within other 
jurisdictions of the Commonwealth should attempt to contact the local law enforcement 
agency to handle the situation, unless immediate action is necessary to protect lives. Direct 
action may be appropriate if a felony that threatens public safety is being committed in an 
officer’s presence. In other less serious situations, it is most appropriate to inform local law 
enforcement. Assistance in a lawful arrest may be provided if requested by a local officer. 


Portsmouth officers who are outside of Virginia have no enforcement powers other than those of 
an ordinary citizen. Officers outside of Virginia engaged in extraditions, investigations, or other 
official law enforcement activities are to engage only in those activities that are directly relevant 
to the performance of their duties. Officers will adhere to Federal Aviation Administration 
policies regarding the carrying of weapons and the transportation of prisoners. Additionally, 
officers will make advance contact with any other law enforcement agencies with whom they 
will be working with to determine local rules, regulations, and ordinances concerning the 
carrying of weapons. 


IV. Off-Duty, Within the City of Portsmouth 


A. 


Portsmouth Officers are empowered to enforce state and local laws, regulations and ordinances 
within the City of Portsmouth at any time, whether on-duty or off-duty. When in an off-duty 
status, officers must be aware of their limitations, both physically and mentally and must 
consider their ability to deal with a situation. Several circumstances to consider are available 
radio communications, the need for back-up personnel, available use of force options, the need to 
make an immediate arrest, the seriousness of the offense, personal involvement, suspect 
identification, and other operational concerns. 


An off-duty officer has a responsibility to act, after considering paragraph A, when a felony is 
being committed in their presence, to prevent the commission of a felony, to prevent injury, or to 
prevent significant property damage. Officers are discouraged from becoming involved in minor 
offenses that can be more appropriately handled by on-duty personnel. Under no circumstances 
should any officer take police action if they are not physically capable of taking action or if his 


or her physical or mental capabilities are in any way impaired. 


If off-duty and in civilian clothes, an officer will announce that they are a Portsmouth Police 
Officer and will display their badge and/or identification card. The Department does not 
authorize the use of personal vehicles in any enforcement actions. Officers have no protection 
under Virginia Code or City insurance and, in cases of damage or accident, full liability rests on 
the officer. 


. At the first opportunity, the off-duty officer will contact Dispatch and generate a CAD’s 


message. Non-exempt officers shall contact a line officer to obtain approval for hours worked as 
soon as is practical. 


The Department will investigate complaints against officers for actions taken off-duty in the 
same manner as on-duty complaints, in accordance with ORG-26, Professional Standards Unit. 
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V. Off-Duty, Outside the City of Portsmouth, Within the Mutual Aid Agreement Jurisdictions 


A. The Mutual Aid Agreement between the Cities of Chesapeake, Hampton, Newport News, 
Norfolk, Portsmouth, Suffolk, Virginia Beach, Williamsburg, Franklin and Poquoson, the 
County of James City, the Sheriff of the County of York, the Sheriff of the County of Gloucester, 
the Sheriff of Isle of Wight, the Sheriff of the County of Northampton, the Sheriff of Accomack, and 
Towns of Smithfield and Windsor states: 


Paragraph 9 “...Entering law enforcement personnel shall promptly notify the law enforcement 
agency of the entered locality upon discovery of a crime over which the court of the entered 
locality has original jurisdiction.” 


Paragraph 10 “...Law enforcement officers...who might be casually present in any other 
jurisdiction shall have power to apprehend and make arrests only in such instances wherein an 
apparent immediate threat to public safety precludes the option of deferring action to the local 
law enforcement agency.” 


B. Officers are strongly discouraged from attempting to take any law enforcement action while off- 
duty in another jurisdiction unless they have exhausted all other options and it is absolutely 
necessary to protect life or prevent serious bodily harm. 


VI. Off-Duty, Outside the City of Portsmouth and Outside of the Mutual Aid Agreement 


A. The same cautions apply here that apply during any off-duty situation. Officers must be aware 
that although they are state certified and armed, they have no more legal authority than a private 
citizen. Virginia Code § 15.2-1704 invests officers with all the power and authority in enforcing 
the criminal laws of the county, City, or town for which they were appointed, but does not 
provide them with the authority to act elsewhere. 


B. Virginia Code § 15.2-1736 allows for the use of police authority in accordance with Mutual Aid 
Agreements as outlined in Sections I and III. 


VII. Federal Law Enforcement or National Guard Assistance 


A. The Department works with Federal Law Enforcement on a routine basis. These agencies 
provide service and technical assistance upon request. On routine case investigation the Criminal 
Investigations Captain or designee may request assistance from any federal law enforcement 
agency. The Chief of Police shall give prior approval for requesting emergency assistance from 
Federal Law Enforcement Agencies. 


B. If the National Guard is required to respond to a manmade or natural disaster, the Chief of Police 
will forward his or her request to the City Manager who will coordinate the request with the 
office of the Governor (Virginia State Code § 44-78.1). 


APPROVED: es Soar ve 


Tonya D. Chapman 
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Portsmouth, Virginia Police Department 
Administrative Directive 


Responsibilities and Duties of Supervisors ADM | 03 

Effective: 01.23.12 4 pages 

Supersedes: 12.01.04 CALEA: 11.3.1(a)(b), 12.1.2(a-d), 12.1.4 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To set forth the responsibilities and duties of supervisors within the Portsmouth 
Police Department. 


POLICY: The Portsmouth Police Department will ensure that every employee is familiar with 
command and control plans that relate to any function the employee might be called upon to 
perform, or any function that might relate to his or her performance and future duties. 
PROCEDURE: 


l. Definitions: The following terminology shall be used in describing the levels of supervision 
within the department: 


A. “Line Officers” describes any officer with the rank of Sergeant and above. 


B. “Commanding Officer” describes an employee in charge of division, bureau, or 
equivalent office or unit of the department. 


C. “Field Commander” describes an officer who takes command of an emergency situation 
or who is in command of field details at planned special events. A Field Commander 
may establish a field command post. 


D. “Supervisor” describes an employee whose duties include supervision of personnel 
assigned to a section or unit. 


E. “Rank” means same job classification title, i.e. Patrol Officer, Sergeant, etc. 
ll. Assumption of Command 
A. In the absence of the Chief of Police, the Assistant Chief of Police, and/or a Command 
Officer appointed by the Chief of Police, the highest ranking available officer will assume 


command of the department. (12.1.2 a) 


B. Assumption of command of a given situation will be based on the following hierarchy in 
normal day to day operations: (12.1.2 d) 


1. senior in rank 


2. seniority within equal ranks 
3. equal or junior in rank if the officer in charge is unable to perform his or her duties. 
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C. In addition, an officer, regardless of rank, shall assume command of an exceptional 
situation when so instructed by an officer of superior rank then in command or when the 
situation requires it. (12.1.2 b) 


D. The on-duty Shift Commander has the responsibility for command, however the 
command of an operation can be delegated to the division or function that initiated the 
operation. (12.1.2 c) 


E. Recognition of Command: In the normal performance of routine duties, or at the scene 
of a police problem, all officers shall recognize and respect the position of the officer in 
charge by effectively and efficiently carrying out all lawful orders that may be issued by 
the commanding authority. 


F. Retention of Command: The officer in charge of a situation shall remain in charge until 
he or she feels the officer/investigator who is assuming follow-up investigative 
responsibility can adequately handle the situation. 


G. Line and Functional Supervision: A supervisor who has the specific responsibility of 
issuing directions and orders to designated subordinates shall be considered as having 
the duty of line supervisor and shall be held accountable for subordinates’ conformance 
with the directions and orders that he or she issues. 


H. General Supervisory Duties 


1. 


Each supervisor within the police department is granted the necessary authority to 
execute the responsibilities and duties of their assignment. (11.3.1 a) 


. Accountability for the use of delegated authority belongs to each employee. (11.3.1 b) 


A supervisor is responsible for the performance of general supervisory duties, in 
addition to having the technical skills and knowledge necessary to the performance of 
the duties particular to his or her specific assignment. This includes exercising sound 
judgment, modeling leadership, conflict resolution, problem solving and decision- 
making skills. 


A supervisor shall initiate, receive, consider and follow-up on proposals for changes in 
policy and/or procedures in accordance with ORG-05, Written Directives System. 


A supervisor shall familiarize himself or herself with contents of department manuals, 
procedural orders and instructions, directives, and police bulletins, and shall 
disseminate such information to his or her subordinates. Information shall be 
disseminated in such a manner as to achieve departmental objectives. 


A supervisor shall organize his or her own work and that of subordinates to ensure the 
adoption and practice of the best principles and procedures to meet current, unusual, 
and changing conditions. 
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T. 


8. 


A supervisor shall acquaint himself or herself with the duties and responsibilities of 
other supervisory positions that, in the normal course of operations, he or she may 
have to discharge. 


A supervisor shall be familiar with the role of the department and with his or her own 
responsibilities and duties, and shall maintain plans for activities in the event of a 
major disaster or the activation of civil defense plans. 


|. Supervisory Command and Coordination 


1. 


Delegation of Duties: A supervisor may delegate to subordinates appropriate portions 
of his or her responsibilities, together with commensurate authority; but may not 
delegate or relinquish overall responsibility, nor any portion of his or her accountability. 


Directions of Subordinates: A supervisor shall exercise the control over his or her 
subordinates necessary to accomplish departmental objectives. The supervisor shall 
analyze and evaluate the personality, temperament, traits, and capabilities of each 
subordinate in order to realize from every employee the maximum degree of service 
commensurate with their abilities and limitations. 


Training of Subordinates: Training shall be considered the process of aiding 
employees to gain effectiveness in their present or future assignments through the 
development of appropriate habits of thought, action, skill, knowledge, and attitude. 
Emphasis shall be placed on respect for the personality and human dignity of each 
employee, in order to allow maximum development of his or her natural capacity. The 
supervisor shall give appropriate advice and personal instruction to immediate 
subordinates for the development of administrative and supervisory skills. 


Guidance of Subordinates: A supervisor shall take a personal interest in the welfare 
and problems of subordinates and shall make himself or herself available to 
employees seeking guidance and counseling. 


Clarity of Communications: The supervisor will foster open communication, and will 
strive to ensure the clarity and accuracy of pertinent departmental information. 
Supervisors will hold regularly scheduled meetings with their subordinates to facilitate 
the flow of communication and the exchange of clear and accurate information. 


Supervisors and all employees will endeavor to communicate, coordinate and 
cooperate in all endeavors of the Department. Members will strive to keep each other 
informed and advised of investigations, information and operations insofar as possible 
without comprising any investigation or operation. This is accomplished by staff 
meetings, individual meetings, emails and/or memorandums, attending shift briefings 
and/or other division or unit meetings. (12.1.4) 


J. Supervisory Controls 


1. 


Performance Evaluations: A supervisor shall be responsible for the appraisal and 
analysis of the work accomplishment of subordinates coming within the scope of his or 
her supervision. Such evaluation shall be based on continuous observation and 
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inspection and shall consider personal traits when they affect job performance, as well 
as duty requirements. 


2. Supervisory Reports: Supervisory reports shall be made in a prompt and effective 
manner. All pertinent facts shall be incorporated, and the welfare of the department 
shall be of primary consideration. Supervisors shall reflect the feelings of 
subordinates to supervisors by permitting information to flow up, as well as down, the 
channels of authority. 


3. Techniques of Supervision: A supervisor must frequently command the actions of 
subordinates by orders and directions in order to carry out proper police operations. 
This must be done firmly and effectively, and is essential to the control of the most 
critical police situations. A supervisor shall make use of positive disciplinary 
techniques, such as the following, to promote satisfactory supervisor-subordinate 
relationships: 


a. Inspiration: The ideals and objectives of public service in the police field shall be 
developed and exemplified by the conduct and actions of supervisory members of 
the department. 


b. Explanation: Supervisors shall adopt an attitude of guiding employees by sound 
logic and clear thinking, rather than by arbitrary orders and commands, and shall 
strive for willing response and cooperation from subordinates. 


c. Encouragement: Supervisors shall be aware that recognition of good work is an 
indispensable need in the employee’s relationship with the department and shall 
make certain that meritorious acts and accomplishments are rewarded, either by 
personal encouragement and praise, or by formal commendation. 


d. Disciplinary Actions: The supervisor will exhaust positive disciplinary means to 
correct a problem prior to taking negative disciplinary action. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 
Police Involved in Serious Injury/Death Incidents ADM | 04 


Effective: 10.18.10 3 pages 
Supersedes: | ADM-04 (02.01.86) 


PURPOSE: The purpose of this order is to establish procedures for dealing with persons involved in a police 
related serious injury or death. 


POLICY: It shall be the Department’s policy that when an officer becomes involved in an accident or incident in 
which either the officer or another person is seriously injured or dies, or is killed by whatever means, this 
Department will conduct an administrative investigation and a criminal investigation into the actions of the 
involved officer(s). The Department will conduct these investigations in a manner which recognizes the physical 
and/or psychological conditions of the involved officer(s). 


PROCEDURE 
A. Conduct of Investigation 
1. Involved Officer's Responsibility 
a) Immediately call for medical assistance 
b) Notify his/her supervisor (sergeant or above) 
2. Supervisor’s Responsibility 
a) The first supervisor on the scene will ensure that the guidelines in OPR-01, Use 
of Force; OPR-12, Preliminary and Follow-Up Investigations; OPR-05, Crime 
Scene and Evidence Protection and processing procedures, are adhered to. 
b) Notify the Forensics Unit immediately. 
c) Assign a “support counselor” to the involved officer. 
d) Send a non-involved officer with victim to the hospital (if applicable.) 
e) Notify the Shift Commander 
3. Shift Commander’s Responsibility: Will notify the following based on his or her 


assessment of the incident’s magnitude. 


a) Ensure that the appropriate Criminal Investigations Unit and Internal Affairs Unit 
Supervisors are notified 
) Affected unit, Division, Bureau, etc. Commander 
c) Public Information Officer 
d) Chief of Police 
) Involved officer’s family by sending the police chaplain and/or an officer to the 
involved officers home (if applicable). 
f) The assigned criminal investigator will handle family notifications for non-police 
individuals. 


l. SPECIALIZED INVESTIGATIONS 


A. The Homicide and Robbery and/or Internal Affairs Unit will be called if required by established 
policy or requested by the Shift Commander. 


B. The Forensic Unit will be responsible for the involved officer's weapon (if a shooting has 
occurred) at the scene of the incident. This will be handled by the scene supervisor at which time 
the involved officer will be transported to headquarters. 
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C. The ranking Homicide and Robbery officer on the scene (when the incident justifies such) will be 
in charge of the incident investigation unless the scope of the investigation falls outside of the 
Homicide and Robbery Unit’s jurisdiction, at which time the Internal Affairs Unit will be in charge 
of the incident investigation. 


ll. INVOLVED OFFICER’S SUPPORT PROCEDURES 


A. 

B. The immediate supervisor will assign an available officer, or any person of the involved officer’s 
choosing as their “Support Counselor’. The “Support Counselor” will be available to assist the 
officer, give support, secure personal property and equipment, and provide transportation if 
needed for him or her or his/her family. 

C. In those cases where the involved officer's weapon is to be taken for forensic examination, a 


replacement weapon should be made available upon consent of the involved officer's supervisor 
and the Chief of Police when the facts of the case show it to be appropriate. 


Hl. FLEXIBILITY OF LEAVE TIME 


A. The Chief of Police will make the Determination of status to return to full duty upon 
recommendation of an EAP counselor and the involved officer’s immediate supervisor. 


B. In most cases, three (3) days administrative leave will be given. This will be at the expense of 
granted leave and not taken from the officer's own leave time. Example: SA, OE, GA, INJ. 


C. If the leave is taken, the Chief of Police will determine the appropriate time. 
C. If an officer feels he or she requires additional time off after being deemed fit for return to duty, he 


or she should be allowed to utilize his or her accumulated leave. 


IV. PSYCHOLOGICAL COUNSELING FOR THE INVOLVED OFFICER 


A. One mandatory evaluation session shall be held with an EAP Counselor. 


B. This mandatory session will be conducted within three (3) working days of the time of the 
incident, or as soon as possible thereafter. 


C. If more than one session is required, the Chief of Police will make the determination based upon 
the EAP Counselor’s recommendation. 


D. The Chief of Police will make any decision concerning any reassignment of the involved officer 


upon recommendation of the officer's supervisor and the officer involved. All facts and 
circumstances of cases are to be considered. 
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V. USE OF FORCE REVIEW BOARD (Non-Disciplinary) 


A. 


The Use of Force review is non-disciplinary and will be convened only at the request of the Chief 
of Police based upon the seriousness of the incident. 


The Use of Force Review Board is established for the purpose of evaluating the application of 
force incidents involving police officers that result in serious injury or death to a citizen or police 
officer. 


The object of the Use of Force Board is to make recommendations to the Chief of Police 
regarding the propriety of force used by an officer in any incident that results in serious injury or 
death to a citizen or police officer. 


The Assistant Chief of Police for Administration shall serve as Chairman of the Use of Force 
Board. He or she will convene the board within five (5) days of the completion of the incident 
investigation. 


The Assistant Chief of Police for Administration will be a voting member of the board only if the 
board becomes deadlocked. Other members of the Use of Force Review Board are as follows: 


1. Captain outside of the involved officer's chain of command. 
2. Captain inside of the involved officer's chain of command. 

3. Lieutenant outside of the involved officer's chain of command 
4. Sergeant outside of the involved officer's chain of command. 


After the official review has been conducted, the Assistant Chief will report on the findings and 
recommendations of the board members within twenty-four (24) hours to the Chief of Police for 
final review and action if necessary. 


After final review of the Use of Force Board findings, the Chief of Police will meet with the 
involved officer to discuss the findings and recommendations of the board members. 


APPROVED: 


Edward G. is, Chief of Police 


ADM-04 Police Involved in Serious Injury/Death Incidents (10.18.10) Page 3 


Portsmouth, Virginia Police Department 
General Orders Manual 


Relationships with Other Agencies ADM 05 
Effective: 08.05.12 2 pages 
Supersedes: | 12.01.04 CALEA: NA 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures and responsibilities for liaison with and the maintenance of open 
channels of communication between the police department and other city, criminal justice, and social 
service agencies. 


GUIDELINES: Establishing and maintaining effective liaisons and open communication channels 
between the Portsmouth Police Department, neighboring law enforcement agencies, and criminal justice 
and referral agencies are essential steps in improving cooperation. Positive relationships may result in 
improved and more efficient and effective law enforcement operations. 


PROCEDURES: 
I. Relationships with other criminal justice agencies: 


A. It is all department personnel’s responsibility to maintain harmonious working relationships and 
communication with the Commonwealth's Attorney's Office, Public Defender’s Office, District, 
Juvenile and Domestic Relations, and Circuit Courts, respective clerk's offices, local probation 
and parole officers, the Sheriff's Office, and any other criminal justice agencies. The department 
will normally provide all possible information, assistance and support to these agencies as 
allowed by law. 


1. Officers will bring any serious policy or procedural problems or differences with another 
agency or its personnel to the attention of the Chief of Police through the chain of command. 
The Chief of Police will initiate a meeting with appropriate personnel of these agencies in 
order to resolve the problems. 


2. Any questions of law or criminal procedure arising from an investigation or an arrest will be 
addressed to the requestor's commanding officer, the police legal advisor (if any), or the 
Commonwealth's Attorney's Office, in that order. 


3. Any criminal cases referred to the Commonwealth's Attorney which result either in a decision 
of declined to prosecute or dismissed due to the department’s mishandling must be carefully 
reviewed and appropriate corrective action taken. The Commonwealth's Attorney has been 
asked to bring such cases to the attention of the Police Court Liaison Officer, who will refer 
the matter to the officer's supervisor and to the supervisor's commanding officer. 


B. Department employees will assist and cooperate with all federal, state, and local law 
enforcement agencies in every way practical as allowed by law. 
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II. Relationships with other city agencies or departments 


Inasmuch as the police department is a part of overall governmental service to our citizens, police 
personnel should maintain harmonious working relationships with the personnel of other city 
agencies. Whether the contact be during a joint call for service, or through a meeting between 
departments for coordination and information purposes, the overall goal is to provide needed 
service to the community through the city’s employees. 


III. Referrals 


A. Officers often encounter citizens, either adult or juvenile, who need specialized forms of help 
that the department cannot provide, i.e. marriage counseling, mental health counseling, welfare 
assistance, assistance in handling civil matters, etc. When, in the best judgment of an officer, 
this situation arises, he or she shall refer the citizen to the most qualified agency to deal with the 
problem or consult his or her supervisor. 


B. Other services available to the officer may include Social Service workers, the Chaplains 


Bureau, Juvenile Intake workers, foreign language specialists, and others. A point of contact for 
these services is provided through police dispatch and/or the duty magistrate. 


Approved: 


Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Compliance with Certain Constitutional Rights ADM | 06 

Effective: 01.04.16 6 

Supersedes: 01.23.12 CALEA: 1.2.3(a-c), 1.2.5 (a-c), 44.2.3(a)(b) 
APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish policy and procedure for obtaining admissions and confessions and safeguarding 
the constitutional rights of each person Department personnel contact, without regard to race, creed, 
national origin or economic status. 

POLICY: The Constitution guarantees all citizens certain basic rights. It is the Department’s policy to 
safeguard these rights without bias and to follow all laws and Department policies, procedures, and 
regulations to ensure that our personnel do not deny these safeguards to any citizen. 


Department personnel will not demonstrate any form of prejudice against any individual or group based 
upon race, religion, age, national origin or gender, and will treat all persons with courtesy and respect. 


DEFINITIONS: 


Interview: A non-accusatory interaction designed to gather information and learn more details of an 
incident. 


Interrogation: The formal, systematic and intensive questioning of a person arrested for or suspected of 
committing a crime. This includes any words or actions by officers that they should know are reasonably 
likely to elicit an incriminating response. 

Custody: Situations where an individual is under arrest or when a “reasonable person” in the suspect’s 
position would feel that his or her freedom of action is restricted to the degree consistent with a formal 


arrest. 


Non-custody: Situations where the individual is not in custody, is free to leave at any time, and his or 
her freedom is not restrained to a degree associated with a formal arrest. 


Search: Any government intrusion upon a person’s reasonable and justifiable expectation of privacy. 
Seizure: The exercise of control by the government over a person or thing. 

PROCEDURES: 

I. Compliance With Constitutional Requirements (1.2.3) 


A. The fundamental principle that officers will respect the Constitutional rights of all persons is an 
essential quality in a competent and professional police officer. 


B. All officers will comply with Constitutional requirements during criminal investigations 
specifically; interviews, field interviews, interrogations, and access to legal counsel. 
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II. Arrest - Officers will complete arrest and other applicable reports for all arrests. They will also follow 
these procedures: (1.2.5) 


A. All individuals within the United States (U.S.) are guaranteed Constitutional protection against 
unlawful arrest. 


B. Officers will uphold this right by taking a person into custody only when lawful to do so when: 
1. An officer has reasonable grounds to believe that a valid arrest warrant exists for the person. 
2. In the absence of a warrant, officers can make arrests under the provisions of Virginia Code 
§ 19.2-81, which states generally that: “An officer may arrest, without a warrant, any person 
who commits any crime in the presence of the officer and any person whom he or she has 
reasonable grounds or probable cause to suspect of having committed a felony not in his or 
her presence" (reference the misdemeanors as listed in OPR-20, Adult Arrest Procedures). 
III. Search and Seizure (for more detailed guidance on Search and Seizure see ADM-46). 
A. All individuals within the U.S. are guaranteed protection against unreasonable search or seizure. 
B. An officer may only enter a private dwelling when one or more of the following exist: 
1. The officer has in their possession a search warrant authorizing them to do so; 
2. The officer has in their possession an arrest warrant for the person accused at the specified 
location, and a reasonable belief that the wanted person is inside the location (if the accused is 
believed to be in a third party home, a search warrant and an arrest warrant are required absent 


homeowner consent to enter); 


3. The officer has reason to believe that immediate entry is necessary to protect a person within 
the dwelling from death or serious injury; or, 


4. The officer has received permission to enter the dwelling from someone who has the authority 
to give permission, such as the owner of the dwelling, a lessee of the premises, etc. 


NOTE: Nothing in this Section will be interpreted to exclude other lawful methods of entry into a 
residence. Refer to OPR-06, Search Warrants. 


C. An officer can only take from an individual such property that the officer is legally authorized to 
take, and the officer is responsible and must account for all such property. 


D. When making a lawful arrest or authorized search or seizure, officers will use only that force 
objectively reasonable, based upon existing facts and circumstances, to accomplish a lawful 
purpose, and only that degree of physical force necessary to make the arrest or seizure. 


IV. Responsibility 


A. Each officer will familiarize him or herself with the laws, Department policies, procedure and 
regulations pertaining to civil rights to ensure: 
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1 


2 


. Recognition of each person's civil rights; and, 


. Compliance with all laws and Department policies, procedures and regulations relating to civil 


rights. 


V. Arrested Persons 


A. Department members will, at all times, be aware of a prisoner's rights and will: 


1. 


Expedite all necessary processing so that the prisoner is not detained any longer than necessary; 


. Verify the arrestee’s identity via a set of fingerprints taken by LiveScan and a photograph taken 


at the time of booking. 


. Never use force, coercion or other illegal or unethical procedures in seeking admissions of guilt 


or confessions; and, 


. Recognize and respect the prisoner's right to refuse to give evidence against him or herself. 


However, there is no encroachment upon a prisoner's rights if they voluntarily supply such 
information. 


VI. Miranda Rights Under the Fifth Amendment (1.2.3.b) 


A. Miranda warnings are not required in the following situations: 


1 


. During an interview of a person suspected of committing a crime, provided that the individual is 


not in custody (e.g., a suspect voluntarily agrees to meet with a detective to discuss a criminal 
incident).If, during the course of an interview, the person makes statements or a confession that 
would lead the individual to believe that he or she is no longer free to leave, the officer is 
required to advise him or her of their rights. (1.2.3 a) 


. Before questioning a suspect who has not been deprived of his or her freedom in any significant 


way and realizes he or she is free to terminate the interview at any time (non-custodial). 


. Before questioning a person who is a witness to a crime or who may know something about a 


crime but is not a suspect. 


. Before questioning a motorist stopped for a routine traffic offense. Nor do you have to give 


warnings before asking a motorist you have arrested to perform sobriety tests, even if you will 
videotape his or her performance of the tests. 


. Before asking questions reasonably motivated by concern for public safety. 
. If you have no intention of questioning a suspect. However, remember that questioning includes 


not only expressed questioning but also its fundamental equivalent. That is, any words or 
actions by the police that the police should know are reasonably likely to elicit an incriminating 
response from the suspect (see Brewer v. Williams — “Christian Burial Speech” case). However, 
merely allowing the suspect to make statements is not questioning. 


B. Miranda rights are required prior to custodial interrogations (the person is in custody for a crime 
and cannot voluntarily leave the interview site). Advising individuals of these rights when they are 
not required, or providing them at inappropriate times, may actually hinder a criminal investigation. 
The officer or detective who will conduct the investigation and interrogation is responsible for 
advising an individual of his or her Miranda rights. Do not initiate an interrogation or advise an 
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individual of their Miranda rights unless you will conduct the case investigation. 


C. A suspect has an absolute right to remain silent, and their admonition must be in clear and 
unequivocal terms. Officers must explain to the suspect that anything said can and will be held 
against them in court. 


D. Officers shall not coerce involuntary confessions from persons suspected of criminal involvement. 


E. Officers will be familiar with the Rights Waiver Card and should maintain a copy of the card in 
their possession. Officers shall advise an arrestee or their rights using either the issued Miranda 
warning card or PPD Form 86, Legal Rights Advice form. 


F. If the accused person’s primary language is one other than English, the interrogating officer will 
contact a Dispatcher who will then contact a qualified interpreter If the accused is hearing 
impaired, communication will be facilitated by a qualified sign language interpreter in accordance 
with OPR-45, Procedures for Handling Hearing Impaired Persons. 


VII. Questioning Juveniles: 


A. Before beginning an interview or interrogation of a juvenile, officers should obtain the following 
information if possible: 


1. Family situation — parents, legal guardian, or responsible person; 
2. Age; 

3. Length of time of questioning; 

4. Mental ability, including learning and/or emotional disability: 

5. Education level; 

6. Language spoken; and 

7. Prior law enforcement contacts and records. 


B. Juveniles interviewed or interrogated by the police are afforded the same Fifth and Sixth 
Amendment protections as adults. While an officer may be conducting a non-custodial interview, 
the juvenile may construe it to be a custodial interrogation. A court, when determining if the child 
was in custody, will review the factors found in paragraphs C.1 — C.5. 


CHrenites are generally more impressionable than adults and may be more susceptible to intimidation 
caused by the situation and/or presence of officers. When determining the voluntariness of statements 
made by juveniles, courts will examine all the circumstances surrounding the encounter between the 
officer and the juvenile. Some of the factors a court considers include: 


1. The environment where the officer conducts the interview or interrogation; 

2. Any prior experience the juvenile has with the criminal justice system; 

3. The juvenile’s maturity, education, and intelligence level; 

4. Whether or not the officer notified a parent (or guardian) and if the parent permitted officers to 
question a juvenile; or the parent or counsel was present during questioning. 

5. The juvenile’s capability to understand his or her legal rights and the consequences of waiving 
those rights. 
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VIII. 


IX. 


D. Prior to the custodial interrogation of a juvenile, the officer shall make every effort to contact the 
parent or guardian. 


E. Officers should limit the duration of any interrogation to the minimum amount of time required to 
obtain the needed information and should limit the number of officers engaging in the interrogation 
or interview. (44.2.3 b) 


F. Officers should explain the Department’s and the Juvenile Justice System’s procedures to the 
juvenile being interrogated or interviewed (and parent if on scene). (44.2.3 a) 


Right to Counsel During Interrogation (1.2.3 c) 


A. When held for interrogation, officers must clearly inform an individual that they have a right to 
consult a lawyer, and to have that lawyer with them during the interrogation. The officer must 
warn the accused not only that they have a right to consult with an attorney but also that if they 
are indigent the court will appoint a lawyer to represent him/her. 


B. If an accused person indicates in any manner at any time prior to or during questioning that they 
wish to remain silent and that they want an attorney, the interrogation must cease until they retain 
counsel. 


C. Questioning can continue if the accused resumes contact and they wish to retract the original 
invocation of their Miranda rights prior to arraignment. The suspect must speak voluntarily 
without counsel present, knowing that he or she does not have to do so, and the officer should 
advise the accused of his or her Miranda rights before questioning resumes (see Edwards v 
Arizona and Minnick v. Mississippi). 


D. Once an in-custody suspect invokes his or her right to counsel, officers cannot approach him or 
her about any crime unless the suspect has his or her lawyer present. However, “if an in-custody 
suspect, in response to Miranda warnings, invokes his or her right to counsel, law enforcement 
may re-initiate contact with the suspect if the suspect experiences a break in police custody of at 
least 14 days. Officers should re-advise the suspect of his or her Miranda Warnings (Shatzer v. 
Maryland). This does not change a suspect’s right to counsel under the Sixth Amendment, which 
attaches after a suspect has been formally charged. The Sixth Amendment right to counsel is 
“offense specific” and not “custody specific,” As such a person retains this right regarding the 
specific charge(s) regardless of whether he or she is in custody or not. 


Right to Be Advised of Charges 
A. Officers must advise the accused person of the charges against him/her. 


B. Officers will give the accused their Miranda rights each time they make a statement to a different 
crime. On each occasion, they must knowingly, voluntarily and intelligently waive their rights. 


C. A valid waiver must be voluntary in that it is not the product of intimidation, coercion or deception 
Additionally, the accused must make the waiver with a full awareness of the nature of the right that 
he or she is waiving, and the possible consequences of such a waiver. If a suspect invokes his or her 
right to counsel, he or she must do so “unambiguously.” I.e., the suspect must be clear to the police 
that he or she does not wish to speak to them without an attorney. If an accused makes a statement 


ADM.06 Constitutional Rights (01.04.16) Page 5 of 6 


concerning the right to counsel that is ambiguous or equivocal or makes no statement, the police are 
not required to end the interrogation or ask questions to clarify whether the accused wants to invoke 
his or her Miranda rights. 


If an officer does not strictly adhere to the above listed factors, statements and/or admissions may 
not be admissible as evidence for criminal prosecution. 


X. The Totality of Circumstances (1.2.3 b) 


A. Factors to be considered in the totality of the circumstances of a voluntary and knowing confession 
are as follows: 


. Number of police present; 

. The place of the confession; 

. Age and mentality of the defendant; 

. Educational background of the defendant; 

. The length of the interrogation; and 

. Other matters that might leave the impression that the confession was not voluntary. 


AuBRWNPFR 


B. Once you arrest a person you will take him or her forthwith before a Magistrate. 


APPROVED: ye 4. Mock 


Dennis A. Mook, Chief of Police 
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Relief from Duty ADM | 07 
Effective: 02.01.13 2 pages 
Supersedes: 01.23.12 CALEA: 1.3.8, 22.2.1 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines and procedures for relieving a Department employee from duty. 


GUIDELINES: Relief of an employee from duty may become necessary in the best interest of the 
department or the individual employee in situations of serious violations or incidents. The authority of 
the Chief of Police to effect an emergency relief from duty is extended to any line officer when the 
severity of the situation warrants such action. 


DEFINITIONS: 


Administrative Leave: The temporary removal of an employee from ordinary duty assignment, which 
removal may or may not affect arrest powers, authorization to carry a firearm, or records access. This 
action is generally taken to ensure that any psychological or emotional effect from a serious incident has 
been sufficiently addressed before the employee returns to normal duties and assignment. 


Relief From Duty: The temporary removal of an employee from ordinary duty assignment, accompanied 
by the taking of any issued badge, identification card, or firearm, and suspension of the employee’s 
arrest powers, records access, or other applicable authorizations, pending completion of an investigation 
into some misconduct or alleged wrongdoing by the employee, or other factors raising concern about the 
ability of the employee to properly function in their job. 


PROCEDURES: 
Any line officer with the rank of sergeant or higher may place an employee on immediate administrative 
leave or relieve an employee from duty, until the next administrative working day, in accordance with 


both the following guidelines and the City’s Standards of Conduct. 


A. Administrative Leave 


If an employee has been involved in any fatality, shooting, other incident of a severe nature, or use of 
force in an official capacity that results in death or serious physical injury, the employee will be removed 
from line-duty assignment, pending an administrative review. The employee can also be put on 
administrative leave pending department investigation of the incident and psychological evaluation 
and/or treatment. (1.3.8, 22.2.1) 


B. Relief From Duty 


1. An employee who has committed, or is suspected of having committed, any criminal offense or 
traffic violation for which a citizen ordinarily would be arrested and could be jailed may be 
relieved of duty pending investigation. Such relief from duty does not preclude the arrest of the 
employee if probable cause exists and conditions support or necessitate immediate arrest. 
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2. If an employee has, or is alleged to have, committed a city or department rules or procedural 
violation of a severe nature, and the line officer believes immediate action is warranted in the 
best interest of either the department or the employee, the accused employee will be relieved of 
duty pending investigation of the offense. 


3. Ifa line officer has articulable reason to believe that an employee is not fit for duty, that line 
officer will relieve the employee from duty pending mandatory EAP referral or a fit for duty 
medical evaluation, as appropriate. 


4. A line officer, based on articulable reasonable suspicion that an employee is under the influence 
of drugs or alcohol, may require an employee to submit to testing for drugs or alcohol. If the 
results of an administered alcohol breath test reveal a breath alcohol concentration of .04 percent 
or higher, or there is other competent evidence that the employee’s abilities to perform his or her 
duties are impaired, the line officer will immediately relieve the employee from duty. 


5. If an employee refuses to submit to drug or alcohol testing as ordered by a line officer, that line 
officer will immediately relieve the employee from duty for failure to cooperate with an 
administrative investigation. 


C. Documentation Requirements 


1. In any situation where an employee is relieved of duty or placed on administrative leave under 
immediate or emergency conditions, the line officer effecting the relief will complete a written 
report immediately and submit it through the chain of command to the Chief of Police. This 
package must arrive at the Chief’s office no later than 0900 the next day. 


2. Ifa line officer has relieved an employee pending EAP referral, the line officer will also 
complete and forward the mandatory EAP referral form. 


D. Notifications 


1. A line officer who has relieved an employee from duty or placed an employee on administrative 
leave will notify his or her Bureau Commander immediately. 


2. The relieving line officer will advise the relieved employee to report to the office of the Chief of 
Police at 1000 hours on the next administrative working day, unless advised otherwise by the 
Chief of Police. 


3. The City’s Human Resources Department must be notified immediately when an EAP referral or 
Fit for Duty testing, including testing for drugs or alcohol, occurs during normal working hours. 
If they occur after normal working hours notify Human Resources, via the appropriate form, on 
the next administrative working day. 


4. The Professional Standards Unit (PSU) will be notified of any relief from duty, regardless of the 
reason for the action. In cases of employee-involved shootings or officer arrest, PSU will be 
notified immediately rather than the next administrative working day. 


Approved: 
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APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures and guidelines for employees separating from the Department for 
any reason, including long term absence such as military deployment, long term leave, etc. 


GUIDELINES: Professional separation from department employment, whether permanent or long term, 
entails certain procedures in order to ensure recovery of, and accountability for, agency-owned property and 
equipment issued to employees. In the case of retirement or resignation, completion of these procedures is a 
prerequisite for processing the involved employee’s final settlement. 


PROCEDURES: 
I. General 


A departing employee, regardless of the reason for separation, will download the required employee 
separation package from the Department intranet and complete the equipment check-out form (PPD 
Form No. CG 110 (01/14)). The list itemizes issued agency equipment which the employee must 
return to the indicated person or unit, and provides for the signatures of authorized persons receiving 
the returned equipment. The separation process must be properly concluded, as outlined below, and 
the completed check out list submitted to Human Resources before the Administrative Services 
Division Commander will approve final settlement for the employee (annual leave pay-out, 
allowances, etc.). 


A. Unit of Current Assignment 


1. Return unit-issued equipment, such as keys, bike, etc; 

2. Acquire supervisor’s signature for receipt of all equipment returned to the unit; 

3. Ensure that assigned cases and associated documentation or files are up to date and turned in 
to the current supervisor, or verified as transferred to another investigator; 

4. Acquire supervisor’s signature attesting to accountability for investigative files, etc. 


B. Property Management Unit (PMU) Unit 
1. Return all equipment and uniform items issued, with uniforms laundered; 
2. Review all evidence submitted by employee to PMU, via a tracer list and update evidence 
dispositions; 
3. Return any city issued cell phone, camera and audio recorder; 
4. Acquire PMU supervisor’s signature for receipt of equipment and evidence review. 


C. Vehicles Services Coordinator 


1. Turn in portable radio, chip keys, and assigned vehicle, which must be clean and contain no 
forms, paperwork, or equipment not installed by Vehicle Services; 
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2. Acquire Vehicle Services Coordinator’s signature for receipt of vehicle and portable radio. 
D. Training Unit - Range Master 


1. Return issued weapon(s) and ammunition; 
2. Acquire Range Master’s signature verifying receipt of equipment and match of weapons serial 
numbers. 


E. Police Records Management Unit (PRU) 


1. Return issued traffic summons, parking ticket books, and traffic accident report books; 
2. Acquire signature of unit supervisor verifying receipt of books. 


II. Resignation: In addition to the procedures outlined in section I, the following guidelines apply when 
an employee resigns from the department. 


A. The departing employee submits a letter of intent to resign through his or her chain of command, 
and forward a copy to Police Human Resources. In accordance with City Administrative Policy, 
the employee should deliver the letter at least two weeks prior to the effective date in order to 
provide adequate time for completion of the separation process. The employee will address the 
letter to the Chief of Police and it must have the employee’s original signature. 


B. The employee should make an appointment with Police Human Resources for the following 
purposes: 


1. Completion of Separation Survey; 
2. Explanation of leave, pay, and any applicable benefits. 


III. Retirement: In addition to the procedures outlined in section I, an employee retiring from the 
department must comply with the below listed requirements. Some of the procedures apply 
solely to sworn personnel, and are indicated as applicable to these employees only. 


A. Any employee intending to retire must give written notice of such intent at least forty-five days 
in advance, and provide in the letter both the effective date of retirement and the actual departure 
date, e.g., the employee’s last day on duty. The letter is submitted through the employee’s chain 
of command, with a copy forwarded to Police Human Resources. This advance notice is necessary 
to provide for the monthly meeting of the Retirement Board, and the requirements of the city’s 
Finance Department. The employee will address the letter to the Chief of Police and it must bear 
the employee’s original signature. 


B. When sworn personnel return their identification cards to the Technical Services Unit, they are 
eligible for a retired officer identification card. In order to receive the concealed weapon 
exemption, retiring sworn employees must meet the requirements of Virginia Code § 18.2-308, 
that is, 15 years of verifiable police service (see the state code for specifics on the creditable 
15 year retirement for this provision), complete the retired identification request form, and receive 
a favorable review by the Chief of Police. The Department will not issue a retired identification 
card to those persons with pending criminal charges until the case(s) is adjudicated, and retains to 
right to confiscate the retired identification card from retired employees who are convicted of a 
crime that revokes their rights to carry a firearm. 
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C. All retiring employees must submit their time sheets until their effective retirement date, and 
ensure their personnel data forms are accurate or properly updated. 


D. Once an employee returns all equipment, sworn personnel are issued retirement badges (any 
additional badges desired should be purchased before retirement) in accordance with the below 
listed qualifying factors. Written approval from the Chief of Police to the PMU for the issuance of 
a retirement badge is required regardless of the service length or conditions. 


1. 
2. 
3: 


4. 


Fifteen years of active service with the Portsmouth Police Department, or 

Twenty years of auxiliary service with the Portsmouth Police Department, or 

Fifteen years of verifiable law enforcement service, five of those years in active continuous 
service with the Portsmouth Police Department, or 

Service-related disability. 


E. Retiring sworn personnel who qualify under Virginia Code § 59.1-148.3 (A) may purchase their 
service weapons at a cost of one dollar, in accordance with the following procedures: 


1. 


The retiring officer must complete an Authorization for Purchase of Service Firearm form 
(PPD Form No. CG 153) obtained from the Range Master to purchase the service weapon; 


The authorization form is submitted to the Range Master, who will forward it to the PRU for 
a final records/criminal history check; 


Upon favorable records review, PRU personnel will forward the form to the Chief of Police 
who will sign the request granting approval of the purchase; 


The approved form will be forwarded to the Range Master; 


The retiring officer will remit to the Range Master the one dollar fee, via check payable to 
“City of Portsmouth.” 


The Range Master will verify the service weapon’s serial number, complete the weapon 
transaction form and receipt of purchased duty weapon form (PPD Form No. CG 154); 


The Range Master will retain the original transaction form, and provide copies to: 


The purchasing retiree, along with the weapon; 

Property Management Unit; 

Police Fiscal Affairs, along with the weapon purchase fee paid by the retiree; 
Police Human Resources. 


an oe 


The Range Master is responsible for completing and filing any required federal forms relative 
to the weapon transfer. 


F. Departing personnel with ten or more years of service who qualify under Virginia Code § 59.1- 
148.3 (B) may purchase their service weapons at fair market value. The procedures outlined in 
IIE will be followed, with the appropriate purchase price of the weapon indicated on the forms. 
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IV. Long Term Absence: Long term absences include any leave of absence in excess of six months or 
an indefinite suspension pending conclusion of an investigation. An employee separated from the 
department under either condition is not authorized to retain certain department property or issued 
equipment, unless authorized by the Chief of Police or designee. Employees will complete the 
Department’s Extended Leave Check Out Form found on the Police Intranet. 


A. Unpaid Leave of Absence: Prior to starting the leave of absence, the departing employee is 
responsible for the documented return of all issued firearms, magazines, and taser (if issued) to the 
Range Master, his or her vehicle, keys and radio to the vehicle coordinator, city issued phone and 
badge to the PMU, and police ID card to the Technical Services Unit (TSU). 


B. Military Deployment: Officers on military deployment will turn all firearms, magazines and taser (if 
issued) over to the Range Master until they return to the department. They will also turn their police 
radio, vehicle, and keys in to the vehicle coordinator and any city issued cell phone to the PMU. 


C. Suspension Pending Court Action or Official Investigation: As outlined in the city’s Employee 
Standards of Conduct, an employee may be suspended, without time limitation, pending 
completion of court action or an officially convened investigation. In such situations, the affected 
employee’s Bureau Commander will ensure that a supervisor, preferably the employee’s 
immediate supervisor, performs or directly oversees the recovery of the officer’s issued firearms, 
magazines, and taser (if issued), his or her vehicle, keys, radio, police badge and ID card. 


D. When an employee returns to work following a long term absence he or she will complete the 
Return to Full Duty Check In form available on the Police Intranet. 


V. Termination 
A. The City Manager is the approving authority and is responsible for sworn employee 
terminations and the Chief of Police is the approving authority for civilian employee 
terminations. The terminated employee is still responsible for completing all of the 


procedures as outlined in this directive. 


B. The City Manager’s office will provide the terminated sworn employee with the following: 


1. A written statement citing the reason for termination; (26.1.7 a) 
2. The effective date of the termination; (26.1.7 b) 
3. A statement of the status of fringe benefits and retirement benefits and/or information on the 

appropriate city or state department to contact to obtain this information. (26.1.7 c) 


C. The Chief of Police will provide the terminated civilian employee with the following: 


1. A written statement citing the reason for termination; (26.1.7 a) 

2. The effective date of the termination; (26.1.7 b) 

3. A statement of the status of fringe benefits and retirement benefits and/or information on the 

appropriate city or state department to contact to obtain this information. (26.1.7 c) 
Approved: 


Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Part-time and Off-Duty Employment ADM | 09 
Effective: 12.21.12 5 pages 
Supersedes: | 11.15.97 | CALEA: 22.3.4, 22.3.5 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To regulate part-time, off-duty employment of Portsmouth Police Department personnel. 


GUIDELINES: The Department allows its employees to engage in part-time employment according to 
the guidelines set forth herein. Part-time employment may take place through agreements with outside 
employers, or through city-sponsored events and programs. Part-time employment may be denied or 
revoked if it appears that such employment might: 


e Render the employee unavailable during an emergency. 

e Impair the employee physically or mentally to the point that on-duty job performance may be 
affected. 

e Require that any special consideration be given to scheduling of the employee’s normal work hours. 

e Interfere or conflict in any way with present duties, assignment, or existing departmental policies 
and procedures. 

e Interfere or conflict in any way with the best interest of the department or the city, or be deemed 
inappropriate, unethical or unprofessional in the Chief of Police’s opinion. 

e Damage the Police Department’s reputation or image. 

e Be in any way coordinated through individuals of questionable character, including, but not limited 
to, the owners or managers of the business providing the employment. 

e Reflect negatively on the Department, e.g., working for establishments that are under investigation 
or whose owners or management are not abiding by laws or government regulations, or have been 
consistently found in violation of state or federal law, or City ordinances. 


Off-Duty Coordinator 


The Chief of Police has designated the Staff Inspections officer as the Off-duty Coordinator. He or she 
is the Department’s point of coordination and administration to oversee adherence to the policies and 
procedures contained in this order. The Off-Duty Coordinator shall review all requests for part-time 
employment, will work with the business or individual requesting part-time officers in executing the 
Agreement for Off-duty Employment, and will bring any conflicts or contradictions to this order to the 
attention of the Chief of Police. Further, he or she will inspect an employment location to ensure that it 
is a suitable environment for off-duty police employment, if he or she deems it necessary to do so. 

(22.3.5 d) 
I. Forms 


A. The Department uses the following forms to authorize and document part-time and off-duty 
employment: 


1. Permission to Work Part Time form (for part time off-duty employment not requiring the use 
of law enforcement powers). 
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2. Agreement for Off-Duty Police Employment. This agreement is executed between the 
employer and the Chief of Police (for off-duty employment where police powers may be 
used). 


3. Off-Duty Police Employment Contract. This contract is executed between the employer and 
the employee and is submitted through the chain of command to the Chief of Police (off-duty 
employment where police powers may be used). 


4. Request for Approval of Single Occurrence Outside Employment form. This form is used 
for single occurrence part-time jobs as described below. 


Il. PROCEDURES: 


A. Outside Employment not requiring the use of law enforcement powers: This section applies to 
part-time employment associated with contractual agreements between police employees and 
outside employers where payment for such services is negotiated and handled exclusively 
between the individual and said employers. 


1. Sworn and Civilian Personnel working part-time outside employment: (22.3.5 c) 
a. Employees who intend to work such part-time will complete the “Permission to Work 

Part-Time” form and have it reviewed by their Sergeant or appropriate supervisor. The 

supervisor will forward the form to the Off-Duty Coordinator who will then forward it 

through the employee’s chain of command. The following apply: 

i. Copies of the form, indicating approval or reasons for denial, will be returned to the 
employee and to the immediate supervisor. Copies will also be placed in the 
employee’s personnel jacket. The office of the Chief of Police will retain the 
originals. 

ii. The Police Personnel Unit will enter all requests, whether approved or denied, into 
the off-duty employment module of Pistol RMS. 

iii. If the same part-time employment carries over into a new year, employees will submit 
anew “Permission to Work Part-Time” form by January 30 of each year. 

iv. Employees who are transferred or reassigned will notify their new supervisor of any 
part-time jobs they may have. 

v. Supervisors who are promoted or reassigned will request a listing of part-time jobs 
being held by their immediate subordinates. 


2. All employees working in a part-time status outside of law enforcement, e.g., self-employed, 
consulting, business owner, teacher, etc. shall disclose this to their chain of command using 
the “Permission to Work Part-time” form. The supervisor will also forward this form to the 
Part-Time Coordinator. (22.3.4) 


3. Supervisors will ensure that, during their review of the employee’s Permission to Work Part- 
Time form, the requested employment will not bring discredit to the department or be a 
conflict of interest. (22.3.4) 


B. Non-City sponsored Off-duty Police Employment (that which requires the use of law 
enforcement powers): 
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1. Sworn employees may engage in such outside employment provided that it does not cause 
any conflict of interest between the employee’s responsibilities to the Police Department and 
their obligations to the outside employer, or violate policy guidelines in the Chief of Police’s 
opinion. 


2. An officer may not work at any establishment until a signed Agreement for Off-Duty Police 
Employment and Off-duty Police Employment contract are submitted to and approved by the 
Chief of Police. (22.3.5 a) 


3. Officers who are suspended or on unpaid administrative leave may not work a part-time job 
in any capacity that is related to or involves the use of police authority, regardless of the 
duration of such job. 


4. Probationary employees will not be allowed to work part-time off-duty jobs that require the 
use of police powers or the carrying of a weapon until released from probation. 


5. Officers who make arrests while working part-time jobs will contact an on-duty supervisor 
for direction regarding the continued handling of the case. As the officer assumes an on-duty 
status at the time of an arrest, court appearances resulting from part-time employment will be 
compensated by the department. 


6. The employment must not take place outside of city limits. 


7. Ifthe employment carries over into a new year, employees will submit a new Off-duty Police 
Employment contract (the Agreement for Off-Duty Police Employment is not required) by 
January 30 of each year. 


8. Once an officer affects an arrest while working a part-time job, he or she will assume an on- 
duty status with the Portsmouth Police Department. 


9. The Off-Duty Coordinator can waive the requirement for the execution of the Agreement for 
Off-Duty Employment and Off-Duty Police Employment Contract if he or she deems there is 
insufficient time to execute them. An example of this is where an officer is asked to work a 
single occurrence off-duty job that requires law enforcement powers on short notice. 
Employees shall contact the Off-Duty Coordinator to seek this approval (or the shift 
commander in his or her absence). The Coordinator will determine the minimum number of 
officers necessary, based upon the nature of the event and the anticipated attendance (or the 
Shift Commander in his or her absence). The officer will then submit a Request for 
Approval of Single Occurrence Outside Employment form to his or her immediate supervisor 
in advance of the event. The supervisor will forward a copy of this form to the Off-Duty 
Coordinator. (22.3.5 a, C) 


10. Review of Off-Duty Requests: (22.3.5 a, c, d) 
a. The requesting employer must complete and sign an Agreement for Off-duty 
Employment and submit it to the Department’s designated Off-duty Coordinator for 


review prior to forwarding the Agreement to the Chief of Police for signature. The Off- 
Duty Coordinator will review the employer’s request to determine if the job duties and 
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responsibilities comply with this order. (22.3.5 d) 


b. Potential employers can obtain a copy of the Agreement for Off-Duty Employment by 
either contacting the Off-Duty Coordinator for the application or responding to the 
Portsmouth Police Department’s Off-Duty Coordinator’s office to complete the 
application. Officers approached by potential off-duty employers will refer them to the 
Portsmouth Police Department’s Off-Duty Coordinator. Officers will not prepare the 
Agreement for Off-Duty Employment nor agree to work for the employer. The Off-Duty 
coordinator will prepare all the necessary agreements and contracts. (22.3.5 d) 


c. The Off-Duty Coordinator will prepare the Off-Duty Police Employment Contract and 
obtain the employer’s signature. Once complete, the Off-Duty Coordinator will forward 
the form to the originating employee who will then coordinate job logistics such as 
staffing and hours worked. Once the form has been signed by both the employer and the 
officer(s), the form will be submitted through the officer’s supervisor for approval or 
disapproval to the Chief of Police. (22.3.5 a, d) 


d. The Off-duty Coordinator will review and submit to the chain of command all off-duty 
requests for establishments or temporary venues with ABC Banquet permits prior to an 
officer working an off-duty job there. The Off-Duty Coordinator will confirm that the 
establishment has an ABC Banquet permit before employment even if it is a single 
occurrence request. Officers working such events are permitted to work outside only. 


C. City-Sponsored Events and Programs: This section applies to part-time employment associated 
with city or department-sponsored activities, such as special events and grants, regardless of 
duration, where payment for such services is handled through city payroll procedures. Employees 
will coordinate voluntary part-time employment for city-sponsored events or programs with their 
supervisor. 


1. Employees will adhere to all administrative and operational guidelines which may govern 
those events, including sign-up, attendance, and performance requirements. 


2. City-sponsored employment is not available to employees who are suspended, on unpaid 
leave, or sick or injured leave due to on or off-duty illness or injury. 


3. City-sponsored employment for employees who are on restricted duty will be authorized only 
upon review of each individual case by the event or program coordinator and approval by the 
Chief of Police. 


4. Probationary officers may not work city-sponsored events until released from field training, 
unless they work such events in conjunction with a Field Training Officer. 


III. Additional Procedures: (22.3.5 b) 
A. Employees will not work any part-time job that may bring themselves or the department into 


disrepute or be deemed a conflict or inappropriate by the Chief of Police (e.g., exotic dancer, bail 
bondsman, collections agent, private investigator, etc.). (22.3.5 b) 
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B. Employees may not work any part-time assignment that will cause them to exceed 16 hours 
worked in a 24 hour period. (22.3.5 b) 


C. Officers may not involve themselves in the actual serving or dispensing of alcoholic beverages 
for on site consumption as part of their employment. Officers working for nightclubs or bars 
shall only provide services outside of the business and shall not act in the capacity of a 
“bouncer.” Should an incident occur inside the establishment that merits a 911 call for police 
service, the officer may enter the business to handle the situation and the officer shall notify 
dispatch that he or she is doing so. 


D. Officers will wear the police uniform when working any part-time job, including City sponsored 
part-time, that requires use of their police powers or where providing security, unless otherwise 
authorized by the Chief of Police. Such authorization will be noted at the bottom of the 
“Permission to Work Part-Time” form or Off-duty Police Employment contract. 


E. Officers will notify police dispatch via radio upon entering service at a part-time law- 
enforcement job, including City sponsored part-time, and at the end of their shift. The officer 
will also provide dispatch with the location of the part-time job. Officers are required to 
document any significant events that occur while at a part-time job such as arrests, crimes, etc. 

(22.3.5 e) 

F. Employees who are on sick leave, injured leave, or restricted duty status, whether police related 
or not, will not work any part-time job during the 24 hours subsequent to the leave notification or 
until the employee is released to full-duty status. However, if the employee is on restricted duty 
due to an on duty injury, he or she may request permission from the Chief of Police to work a 
part-time job that would have the same restrictions as the department. For example, if the 
employee’s off-duty job is as a computer programmer, such a request may be approved, but if the 
off-duty employment is that of a roofer then such request will be denied. 


G. Except under specific circumstances that will be examined on an individual basis, the city does 
not cover injuries incurred during part-time work for outside employers. Furthermore, the City’s 
Workers’ Compensation generally does not cover injuries to officers incurred during outside 
part-time employment. 


H. The Chief of Police or his designee must authorize any exception to these guidelines. Officers 
will note such exception on the bottom of their Permission to Work Part-Time Form or Off-Duty 
Police Employment Contract. 


I. All discipline, use of force, complaints, or any other reports or allegations regarding an officer’s 
conduct while working off-duty will immediately be forwarded to the Chief of Police. The Chief 
of Police will review the information and may revoke that officer’s part-time employment at any 
time when he deems it in the best interest of the Department. Additionally, the Chief of Police 
reserves the right to cancel any contract with the employer as stipulated in the Agreement of Off- 
Duty Employment and his or her decision is final. (22.3 5 c) 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Serious Incident Notification ADM 10 
Effective: 10.06.15 | Reviewed: 3 pages 
Supersedes: 03.05.12 CALEA: 11.4.5 

APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish an orderly procedure for the notification of key city personnel of all serious 
and/or unusual occurrences involving City of Portsmouth personnel, equipment, and facilities or of other 
serious incidents within the city. 


GUIDELINES: Police Department and Emergency Communications Center personnel, when aware of 
serious or unusual occurrences involving City of Portsmouth personnel, equipment, facilities, or other 
serious incidents within the city, will ensure that they notify appropriate key personnel within the city 
and make them aware of the situation in a timely manner. Similarly, key personnel within the Police 
Department must be notified as expeditiously as possible of all such serious incidents. 


The Chief of Police shall be notified of any incident where there may be a question of Department 
liability, a likeliness of death or serious injury to persons or officers, significant loss of property, or that 
may result in a heightened community interest via the procedures contained in this directive. (11.4.5) 


PROCEDURES: 
I. Immediate Notifications: 


A. Emergency communications supervisors will ensure that they send email (Police Department) or 
note pages (Fire Department) to appropriate command staff for incidents of a serious nature (as 
listed on the Dispatch Center’s immediate notification protocol) that come to their attention via 
E-911 calls after a responding officer verifies the incident. 


B. The on-duty shift commander or his or her designee is responsible for ensuring that they make 
proper notifications for each situation. The shift commander will make a determination of who 
will be notified. Supervisors should make notifications to the appropriate persons and/or 
commands based on the following criteria, and the call-back criteria established by each Bureau 
commander. 


1. The need for immediate support or intervention. Units falling into this category may include, 
but are in no way limited to, the following: 
a. The K-9 Unit 
b. The Special Weapons and Tactics Team 
c. Marine Patrol 
2. Logistics support (e.g., traffic engineering, public works, etc.). 
Investigative Support, such as a member of the Criminal Investigations Unit, Forensics, etc. 
4. Administrative command, support, or coordination. 
a. Public Information Officer (PIO). 
b. Unit/Division/Bureau Commander. 


a 


ADM-10 Serious Incident Notification (10.06.15) Page 1 


Uniform Patrol Bureau Commander who will then notify the Assistant Chief of Police. 
The Assistant Chief of Police will notify the Chief of Police if required. 


C. Only the Chief of Police or his or her designee will make notifications to the City Manager’s 
Office. 


D. Serious Incident Reports: 


1. The shift commander on whose watch the major or unusual incident occurs shall prepare a 
summary report in compliance with the procedures below. 

2. Complete and distribute a serious incident report (PPPD form 88). 

3. If any further description of the incident is necessary, the shift commander will complete and 
forward a written report independent of the standard serious incident report through the chain 
of command (e.g., pursuit packages, police vehicle crash packages, etc.). The report will 
include the following: 

A brief synopsis of the incident. 

A list of any persons injured and/or property damaged in the incident. 

A summary of police action taken, including any persons arrested. 

Any citizen complaints received following the police action. 

A full description of notifications made or attempted. 

To whom the immediate and follow-up investigation(s) were assigned. 

Any recommendations regarding the incident. 

The person preparing the report should clearly identify him or herself by name, rank, 

and identification number. 

4. Personnel shall complete any serious incident reports as soon as possible after the incident 
occurs and must complete them prior to the completion of the work day. 


so mp ange 


II. Shift Reports 


A. The Shift Commander will complete a shift report prior to securing from duty that includes any 
serious incidents that occurred during his or her shift. The following incident types are required 
in the shift report: 


Gun violence incidents. 

Robberies (all types — individual, commercial, carjacking, etc.). 
Burglaries. 

Home invasions. 

Malicious wounding. 

Rape and felony sexual assaults. 

Homicides, suicides, suspicious deaths. 

Major traffic crashes and/or fatalities. 

Police vehicle accidents. 

10. Inured officers (including minor injuries). 

11. Police involved shootings. 

12. Pursuits. 

13. Significant arrests. 

14. Incidents requiring substantial and/or ongoing use of manpower. 
15. Any incident at an ABC establishment requiring or resulting in a response of three or more 
officers. 


2 ves O32 Pic G0 IES 
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16. Significant or recurring incidents at ABC at establishments. 

17. Any incident that may result in heightened community interest. 

18. Any incident involving a public official. 

19. SWAT call-outs. 

20. Special operations. 

21. Search warrant execution (unless making it known will interfere with an ongoing 
investigation) 

22. Unusual crimes, serious or newsworthy events. 


F. All department employees are responsible for ensuring that the Shift Commander is aware of any 


incidents meeting these requirements. Employees and supervisors in specialized units, and officers 
working part-time assignments, must take extra care in ensuring that these notifications are made. 


APPROVED: Misti Ge, Mook 


Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


High Visibility Assigned Vehicle Program ADM | 11 
Effective: 03.23.17 5 pages 
Supersedes: 07.01.15 VLEPSC: OPR.01.04 

APPROVED: Tonya D. Chapman, Chief of Police 


Purpose: To establish guidelines for the administration and use of assigned vehicles with the goal of 
increasing police visibility in the community and enhancing response times to calls for service by 
operating assigned vehicles. 


Policy: The Police Department assigns vehicles for both on and off-duty use, under restrictions described 
herein, to officers who meet the criteria outlined in this Directive. The Chief of Police may deny a request 
from any officer and/or remove any officer from the program. 


Definitions: 


Assigned Vehicle Program - This program is designed to increase police visibility and to expedite police 
response to emergency situations. 


Vehicles Assigned to Uniformed Patrol Officers - To qualify for an assigned vehicle, Uniform Patrol 
Officers must reside within the City of Portsmouth and have a minimum of five years of continuous 
service as a full-time sworn Police Officer with the Portsmouth Police Department. The five years of 
employment must immediately precede the request for participation in the program. The program is a 
voluntary and officers may elect not to participate. Vehicles will be issued based on vehicle availability 
and the officer's seniority at the time of the availability. These vehicles will be marked patrol units. 


Vehicles Assigned by Position - Vehicles assigned by the Chief of Police to either sworn or civilian 
employees whose duties require availability on a 24-hour basis. These may either be marked or unmarked 


vehicles, depending upon the position. 


Vehicles Assigned to On-Call Personnel - Specific Department positions are designated as “on-call.” 
The Chief of Police or designee may authorize other positions to be on call on an individual basis. 


Procedures: 
I. General Requirements for Off Duty Operation of Assigned Vehicles 


A. Only authorized Department personnel are permitted to operate the vehicle. Officers may loan their 
vehicles to other officers only as outlined below in IV.B.2. 


B. All occupants will use occupant safety restraining devices in accordance with the Code of Virginia. 
Children will be transported in accordance with Virginia State Law regarding the use of child car 
safety seats. (OPR.01.04) 

C. Officers will be armed with a police department authorized weapon and will carry proper police 


credentials while operating the vehicle. 
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D. Officers will monitor and be alert to the primary operational radio channel. 


E. Officers will use their employee number as a call sign unless they have been assigned a 
permanent identifier number. 


F. Officers will be dressed and prepared accordingly to conduct police duties when necessary. 


G. Only department-authorized equipment will be used in the vehicle. No alterations or additional 
equipment are allowed without the approval of the Chief of Police, and the Department Vehicle 
Coordinator. 


H. Use of any portable equipment that is intended to be plugged into the vehicle's cigarette lighter 
outlet and which requires no permanent alteration to the vehicle must be approved by the 
Vehicle Coordinator before use. A list of authorized equipment is available from the Vehicle 
Coordinator. Items not listed as authorized may be considered for approval on an individual 
basis. 


I. When operating an assigned vehicle, officers will maintain compliance with ADM-01, Rules of 
Conduct and City AP #2 concerning the consumption of alcohol, drugs or illegal substances. 


J. All codes, laws, statutes, ordinances, rules, regulations, policies, and procedures governing the 
operation of vehicles while on duty apply to off-duty officers operating any assigned vehicle. 


K. When, by the nature of radio dispatch for police assistance, or by the officer's proximity to an 
incident, it becomes apparent that an officer's immediate response might result in the prevention 
of a crime or the apprehension of a criminal, officers are required to respond and initiate or assist 
in any police action necessary. 


L. When responding to incidents, making traffic stops, or initiating other police actions, officers 
will notify the dispatcher of their status and will be placed on a message. 


M. Family members/significant others are permitted to accompany officers when operating the 
vehicle within Portsmouth City limits off duty; however, officers are solely responsible for the 
conduct of passengers. Under no circumstances will off duty officers endanger civilian 
personnel who are accompanying them. 


N. Officers may, upon approval, use their assigned vehicle for department-approved law 
enforcement or public safety part-time positions. 


II. Vehicle Maintenance 


A. In accordance with City Administrative Safety Policy #1, each officer is responsible for the physical 
appearance and general cleanliness of their assigned vehicles. Cleaning or washing of police vehicles 
shall only be done while employees are “on-duty.” 


B. Any damage or accident involving a city vehicle will be reported immediately in accordance with 


Portsmouth Police Department policy OPR-28, Vehicle Accident Investigations. A copy of the report 
will be forwarded to the Vehicle Coordinator. 
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C. Only the Vehicle Service Center or designee will make repairs. 


D. The Vehicle Coordinator will publish a monthly schedule for preventive maintenance (PM). 
Officers are responsible for abiding by the schedule unless otherwise arranged with the Vehicle 
Coordinator. Vehicles due for PM must be left at the City Garage no later than 0830 hours. Officers 
who, upon the determination by their Bureau Commander, fail to take their vehicles to the garage 
for PM as directed, without a legitimate reason, within 12 consecutive months, will be subject to 
corrective action as follows: 


1“ offense- 10-day suspension from the program 
2" offense- 30-day suspension from the program 
3" offense- 60-day suspension from the program 


E. Officers are responsible for maintaining current speedometer calibrations on vehicles that require 
them. 


F. All department issued equipment such as portable radios, batons, weapons, etc. will be removed 
from the vehicles before leaving them for servicing at the city garage. 


G. When an officer’s assigned vehicle is out of service for any reason, the officer may use a fleet 
vehicle for the officer’s tour of duty only. Fleet Vehicles are not to be used as substitutes for the 
assigned vehicle and will not be kept for a duration longer than their tour of duty. 


H. When an assigned vehicle is out of service, the officer may contact the Vehicle Coordinator to 
make arrangements for a replacement vehicle, which may be issued based on vehicle availability. 


II. Inspections 


A. All officers participating in the Assigned Vehicle Program will have their vehicles inspected 
quarterly by their immediate supervisor using the PPD Quarterly Inspection Report. All applicable 
sections of the report will be completed by the inspecting supervisor and forwarded through the 
chain of command to their Division Commander who will review and maintain the reports on file. 
Division Commanders will forward copies of any reports that require corrective action to the Vehicle 
Coordinator for handling. 


IV. Parking of Assigned Vehicles 


A. Vehicles should be parked in conspicuous locations whenever possible as a criminal deterrent. 
Unattended vehicles will be locked. 


B. Extended Leave and Light Duty 


1. When an officer is assigned to light duty for any length of time, or is going to be on leave for 
seven calendar days or more and will be out of the city, the officer will park their assigned 
vehicle at an approved location and will let their supervisor and the Vehicle Coordinator know 
where it is located in case the vehicle is needed. A set of keys will be left with the supervisor. 
The Vehicle Coordinator will also maintain a set of keys for each vehicle under their supervision. 
These steps will also be followed for officers on extended sick or injury leave of seven days or 
more. 
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2. Any officer on light duty or extended leave who wishes to loan their assigned vehicle to another 
officer must first get permission from their Division Commander and notify to the Vehicle 
Coordinator. 


3. A Bureau Commander can authorize a light duty officer to use his or her vehicle to commute to 
work depending on the circumstance. 


V. Authorized Areas and Conditions of Travel 


A. 


Officers that are assigned vehicles and reside within the City may utilize those vehicles anywhere 
within City limits whether on or off-duty. However, driving through fringe areas surrounding the 
City, as defined below in V.G is restricted to traversing purposes only. Assigned vehicles may not be 
used to conduct any personal business outside City limits. 


Employees with assigned vehicles who live outside of the City, but within the fringe areas 
surrounding the City, as defined below in V.G may utilize their vehicle to and from work and for 
official use only. 


Employees who are on-call may take their assigned vehicles home only on those days when they are 
on-call provided they reside within the State of Virginia. On-call personnel residing outside of 
Virginia are not permitted to take an assigned vehicle home. Out-of-state resident on-call personnel 
must leave their assigned vehicle parked at an approved location. Parking is authorized at any 
Portsmouth Fire Station with written permission from the Station Captain. A written notice of such 
arrangement will be forwarded to the officer’s immediate supervisor and the Vehicle Coordinator. 
The same notification steps will be followed before any change in parking location. 


Officers with assigned vehicles may use those vehicles for transportation to pre-approved out-of-city 
police training. Officers with assigned vehicles may take their vehicles home during such training. 
The vehicles will be used for travel to and from the instruction site and any official business 
associated with the instruction. 


Both marked and unmarked assigned vehicles may be used to travel to a school outside city limits, 
provided that such school is part of educational efforts endorsed by the Department. The course work 
must be authorized using the City’s Tuition Assistance Program guidelines and form, even if no 
financial assistance is sought or if the tuition assistance funds are depleted. 


K-9 officers who reside within Portsmouth City limits may utilize their vehicles both on and off duty 
inside City limits. K-9 officers residing outside the City, but within a 20 radius of the Portsmouth 
City limits, may take their vehicles home for the purpose of transporting their assigned dogs for 
official purposes only. 


Fringe Areas: For the purpose of this order, the authorized fringe travel areas include areas within a 
10-mile radius of the Portsmouth City limits, and only within the State of Virginia. 


APPROVED: re , 


Tonya D. Chapman 
Chief of Police 
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Assigned Vehicle Usage Chart 
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Portsmouth, Virginia Police Department 


Department Organization 
Inspection, Alterations and Servicing of Police Vehicles ADM 12 
Effective: 09.24.12 3 pages 
Supersedes: | 04.15.93 | CALEA: NA 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for the servicing, alteration and timely inspection of police 
vehicles, and the accurate preparation of related documentation. 


POLICY: The Department will maintain control and accurate recordkeeping of its vehicles through 
the implementation of standardized vehicle servicing, alteration and inspection guidelines. Additionally, 
all employees who have vehicles assigned to them, regardless of the duration of the assignment will 
inspect such vehicles in accordance with the procedures established in this document. 


PROCEDURES: 
I. Servicing and Alteration of Police Vehicles & Related Equipment 


A. Any alterations, modifications, additional equipment or changes to any police department 
vehicle, radio, or radar unit that affects the appearance, use, function or serviceability of that 
equipment must be requested in writing through the officer’s chain of command to the Vehicle 
Coordinator who will approve or disapprove the request. Appeals will be directed through the 
Vehicle Coordinator’s chain of command. 


B. Whenever one of the above mentioned pieces of equipment is turned in for servicing, repairs, or 
for any other reason, the only person authorized to inquire on the status of that equipment is the 
Vehicle Coordinator. Department personnel will not call or visit privately owned or city repair 
facilities to inquire about city owned equipment, unless authorized by the Vehicle Coordinator or 
his/her designee. 


C. When the equipment is authorized for release, the Vehicle Coordinator or his/her designee will 
notify the officer or person to whom it is assigned that the vehicle and/or equipment are ready to 
be picked up. Vehicles will only be left or picked up while on duty. Officers are not authorized 
to drop off or pick up a vehicle in an off-duty status without prior approval by their supervisor. 


D. Any officer who wants his or her assigned vehicle’s windows tinted for operational reasons must 
obtain permission from the Chief of Police. 


II. Inspections 
A. Daily Inspections 
1. Uniform Patrol (UP) personnel will conduct a thorough daily inspection of their assigned 
fleet vehicles for each tour of duty and complete a Fleet Vehicle Daily Inspection Report. 


Officers and their immediate supervisor will sign these reports prior to starting their tour of 
duty. Officers will report all defects, damage, and equipment shortages to their immediate 
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supervisor promptly, and will make the appropriate notations on the Fleet Vehicle Daily 
Inspection Report. Officers going off-duty will ensure their vehicles are clean and properly 
equipped (with at least 1⁄4 tank of fuel) for the oncoming shift. Prior to the completion of 
their tour of duty, supervisors will submit the Fleet Vehicle Daily inspection Reports to the 
Shift Lieutenant, who will review and route them to the Division Commander to maintain in 
his/her files for each vehicle. These files will be purged quarterly. All new damage will also 
be noted in the Vehicle Damage Log Book by the vehicle operator. 


2. Personnel in other divisions of the department will inspect their assigned vehicles upon 
beginning their tour of duty and will immediately report any defects, damage, or equipment 
shortages to their supervisors. 


3. Bureau Division Commanders will assure that each fleet and take home/assigned vehicle 
under his/her command is inspected by a line officer quarterly. The Fleet Vehicle Daily 
Inspection Report will be used for this supervisory inspection, and routed back to the Bureau 
Commander. 


4. Personnel assigned to or operating any department vehicle are responsible for the vehicle and 
assigned equipment. Any loss of equipment or damage to a vehicle or equipment will be 
immediately reported to the employee’s immediate supervisor, and an Offense Report must 
be completed. If an employee fails to report any damage/loss of equipment, which is later 
discovered, it will be assumed that it occurred during that employee’s tour of duty and he/she 
will be held strictly accountable. 


5. To ensure that each vehicle is properly stocked, equipment will not be interchanged from one 
vehicle to another. Before a vehicle is taken to the City Garage for maintenance, the person 
transporting the vehicle will remove all weapons and equipment assigned to that vehicle and 
place them in the Operation Support Center (OSC). 


6. When officers with Take Home/Assigned Vehicles are reassigned, they will remove all items 
from the vehicle that are on their personal inventory (e.g.. maglights, etc.) 


7. Supervisors will promptly route a copy of all reports containing damage/loss of equipment to 
the Vehicle Coordinator. 


B. Borrowed or Spare Vehicles 


1. Whenever a spare vehicle is used, or when a vehicle is borrowed from another Division or 
Bureau, a Fleet Vehicle Daily Inspection Report will be completed prior to and at the 
completion of use. These reports will be forwarded to the Bureau Commander. If any 
damage/loss of equipment is noted the employee will notify his/her immediate supervisor, 
who will in turn contact the appropriate supervisor from the bureau or division from which 
the vehicle was borrowed. 


C. Repair and Maintenance 
1. The Vehicle Coordinator will complete an Automotive Repair Sheet when any vehicle is in 
need of repair. If the vehicle is left in the basement at HQ to be transported to the garage, the 


form will be left on the dashboard of the Vehicle. If the operator or a wrecker takes the 
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vehicle directly to the garage, the form will be given to the Garage supervisor. The operator 
will both print and sign his/her name on the form. 


2. In cases of unscheduled/emergency repairs, or the towing of a police vehicle, the operator 
will notify his/her supervisor and the Vehicle Coordinator concerning the status of the 
vehicle as soon as practical. The City contract wrecker will be used for all tows of city 
vehicles. ALL towed police vehicle will be taken to the main garage repair shop and left on 
the “work line”. If the vehicle has been involved in an accident or the target of vandalism, a 
copy of the accident/offense report will be placed in the Vehicle Coordinator’s folder prior to 
securing from duty. 


3. Participants in the Take Home/Assigned Vehicle Program will abide by that policy governing 
inspection procedures and adherence to PM schedules. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Media Relations and Public Information ADM | 15 
Effective: 03.12.12 5 pages 
Supersedes: | 09.01.01 CALEA: 54.1.1, 54.1.3 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: This General Order establishes guidelines and procedures regarding release of information, 
media relations, and other public information activities. 


GUIDELINES: The Police Department recognizes the right of the public to be fully and accurately 
informed in matters of crime and public safety, and will make every reasonable effort to serve the 
informational needs of the media without violation of individual rights, endangerment of human life or 
security, impediment to criminal investigation, or compromise to criminal prosecution. 


PROCEDURES: 
I. General 


A. Department personnel will strive to foster good working relations with media representatives, 
with an attitude of transparency and frankness, assisting where possible with the dissemination of 
information in accordance with Virginia’s Freedom of Information Act (FOIA) and this General 
Order, and with minimum disruption to police services. 


B. Patrol Shift Commanders are responsible for coordinating release of information to the media at 
serious incident scenes, and will determine if immediate assistance from the Public Information 
Officer (PIO) is needed, due to either the nature or demands of the incident upon personnel at the 
scene. In cases where media interest and attention is likely, the PIO should be apprised as soon 
as possible of any information released by police to media representatives. 


II. Public Information Officer (PIO) 


A. The PIO serves as the primary contact for routine information dissemination to the media and 
community during normal business hours. The PIO, or an alternate designee, is available after- 
hours for on-call response to serious incident scenes, if needed, and media inquiries regarding 
such incidents. Under the direction of the Criminal Investigation’s Unit Commander, the PIO 
performs the following functions: 


1. Responds to inquiries and coordinates release of routine offense information regarding 
incidents handled by police; 


Maintains a roster of news agencies, agency phone numbers, and police beat reporters; 
Prepares and distributes news releases; (54.1.1. b) 
Coordinates news conferences upon Chief’s request; (54.1.1 c) 


Assists as needed with any media related contact, activity, training, or problem; 

Provides relevant legal updates for supervisors’ media relations manuals; 

Ensures media familiarity with departmental procedures or guidelines regarding release of 
information and access to incident scenes under police management. 


DEOS UT Aw N 
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III. Releasable Information 


p 


. Type of incident or crime, once accurately determined; 


General location and time of incident, and general description of items taken or damaged, or 
injuries sustained; 
Victim’s identity, at the discretion of the PIO, except as noted in Section IV.A; (54.1.1 d) 


. Identity of agencies involved in an incident or investigation, if such information is requested and 


will not hinder the investigation; 

When suspect identity is unknown, an available description, artist’s sketch, or other information 
that could lead to the suspect’s identity and arrest; (54.1.1 d) 
Request for aid in locating a suspect or evidence; 


. Information on non-prejudicial items of evidence, such as money or weapons. A general 


statement that physical evidence is being examined may be made; 


. Name, address, description, age, employment, and marital status of an adult for whom a warrant 


has been secured; (54.1.1 d) 
Exact charge(s), along with a brief description of the offense, and method of charges, e.g., 
warrant, indictment, summons; 

Photograph of a person accused by indictment or warrant, but with no police identification or 
number visible on the photograph; 


. Information on fugitives, where publicity is desirable. As a general rule, information on prior 


convictions should not be released. However, where the belief exists that there are other 
unknown or even potential victims due to the suspect's pattern of activities or violent crimes, 
disclosure of such background may be warranted. Fugitives with a history of being armed or 
violent should be characterized as dangerous, with reasons provided, for the purpose of warning 
both citizens and eventual arresting officers; 

Following suspect arrest, brief information regarding circumstances of the arrest, such as 
location and identity of arresting officers, pre-trial or detention arrangements such as applicable 
bond or location of detention, and dates of various hearings; 


. Questions regarding the release of specific, otherwise releasable information; 


1. Criminal incident information may be withheld under four circumstances where the release 
would; (1) jeopardize an ongoing investigation or prosecution; (2) jeopardize the safety of an 
individual; (3) cause an offender to flee or evade detection; or (4) result in the destruction of 
evidence. 

2. Criminal investigation information is generally exempt from release, but may be released with 
the concurrence of the PIO, the lead investigator, input from the Commonwealth’ s Attorney, 
and at the direction of the Chief of Police. Examples of criminal investigation information 
include: all complaints, memoranda, correspondence, case files or reports, witness statements, 
and evidence relating to a criminal investigation. 


IV. Non-Releasable Information 


A. 


Identity of victims in the following situations: (54.1.1 d) 
1. The crime is of a sexual nature; 

2. The victim is endangered by the release of his/her identity; 

3. The victim has petitioned for non-disclosure; 

4. Identity of deceased prior to next of kin notification. 
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B. Suspect Identity/Information 

1. Identity of any person considered suspect, or interviewed, but not charged; 

2. Existence of any criminal record, or any information or comments concerning the character 
or reputation of the accused or establishing the defendant as a “professional” criminal (except 
as provided for in III.K above); 

3. Existence or contents of any confession, admission, or statement of the accused, or any 
comments which suggest the defendant has aided in the investigation; 

4. Performance of any examination or test by the accused, or that person’s refusal or failure to 
submit to an examination or test. 


C. Witness Identity/Information 
1. Identity of actual or prospective witnesses to crimes; (54.1.1 d) 
2. Comments on character, credibility, or expected testimony of any victim or witness; 
3. Any opinions regarding the innocence or guilt of the accused, the merits of the case, the 
possibility of pleas or other negotiations, or other speculative information. 


D. Description of physical evidence, its value, or any disclosure related to evidence, if that 
information release could be prejudicial to the solution of a case. 


E. Juvenile Information 
1. Identity of any arrested juvenile. 
2. Identity of any wanted juvenile unless a judge issues an order authorizing such release. 


F. Protected (exempted) Police Agency Records 
1. Information concerning the planning of raids or other specialized enforcement efforts. 
Information may be released upon authorization by the Chief of Police or other commanding 
officer when such release will no longer affect the investigation or operation or the safety of 
officers involved; (54.1.1 e) 
2. Information regarding any internal or personnel investigation, or regarding other city or 
government agencies involved with a police investigation, unless specifically authorized by 
the Chief of Police; 
Identity of undercover officers; 
Addresses and telephone numbers of police personnel; 
5. Specific cause of death in any case until officially released by the Medical Examiner’s 
Office. 


Pee 


V. Media Access to Scenes (54.1.1 a, 54.1.3) 


A. Media representatives, including photographers, have the same rights of movement or presence 
as the general public, therefore, police cannot exclude or restrict them with a greater degree of 
limitation than applied to other citizens. In some situations, media representatives may have 
greater rights of access than would be granted to the public, e.g., disaster scenes, fire scenes. 


B. Care must be given to ensure that a crime scene perimeter is not expanded beyond the area 
actually necessary merely to keep media representatives at a further distance from the scene. 


C. While media representatives ordinarily may be permitted in the area of a crime scene, they do 
not have the authority to enter the crime scene, or to enter or remain in any restricted area where 


their presence jeopardizes police operations, or where access is denied for legitimate 
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investigative reasons. 


D. Media representatives should be advised against entering an area when there is legitimate 
concern for their safety, such as fire scenes, natural disasters, or catastrophic events. If they 
choose to ignore such advice, however, officers will not prevent their access to any area outside 
the actual restricted crime or operations scene, unless it imperils the police operation or 
investigation. Operational scenes where media presence can imperil police functions include 
hostage/barricaded subject scenes, manmade disasters, civil disturbances and mass arrests. 
Guidelines for media access should be communicated to media representatives to help ensure 
their cooperation. 


E. In any case where media access was originally denied, these representatives should be assisted as 
soon as possible in gaining access to the scene when it will not interfere with the law 
enforcement mission. 


F. Officers may not authorize the media to trespass on private property. The media is responsible 
for obtaining any permission necessary to enter private property once the law enforcement 
mission no longer prohibits access to the scene. 


VI. Coordination with Other Agencies (54.1.1 f) 


A. Incidents such as natural disasters, fires, or hazardous spills involve other city departments, and 
even outside agencies, in the response to emergency services. In some instances, responsibility 
for handling media coordination is clearly established, such as the Fire Department at fire scenes. 
In other situations, the primary responsibility is not defined as readily. As a general rule, the 
agency charged with controlling and managing operations at the scene will handle the media and 
release of information. The Police Department PIO will coordinate with the incident commander, 
the designated PIO, or the designated Joint Information Center of the controlling agency in all 
matters relating to the incident prior to releasing any specific information relative to the incident. 


B. In cases of a co-investigation involving another jurisdiction, or several law enforcement 
agencies, the PIO will coordinate any release of information with those agencies. If jurisdiction 
of the investigation is established as other than Portsmouth, the PIO will then refer media 
inquiries to that jurisdiction’s designated media contact, unless requested specifically by that 
jurisdiction to provide further assistance with media contact. 


VII. Records requests Under the Virginia Freedom of Information Act . It is critical to remember that 
any request for information, media or otherwise, is subject to the provisions of the FOIA. 


A. In accordance with Virginia Code Title 2.2, the Police Department will make reasonable 
efforts to accommodate requests for records under the FOIA. 

B. The initial point of contact for such requests is the Records Management Unit Commander. 

C. The Records Management Unit Commander will comply with the maximum time limits for 
providing requested information as set forth in the code. He/she will respond in writing to the 
request, advising of the release or non-release of the requested records, the conditions 
preventing the availability of releasable records within the code specified five-work-day 
period, or the specific code section authorizing the withholding of the records. 

D. The Unit commander will calculate reasonable charges for actual cost incurred in accessing, 
duplicating, supplying, or searching for the requested records. 
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E. Ifthe records requested are controlled by another unit of the department, the Records 
Management Commander will forward the request immediately to the appropriate 
administrative level of that unit’s chain-of-command. In cases of pending or active litigation 
or criminal prosecution, the request will be referred to the City Attorney or Commonwealth 
Attorney as appropriate. 

F. Some records are excluded from the provisions of Title 2.2, and are outlined in § 2.2-3705.1 
through 3705.8. Limitations on disclosure of criminal records are outlined in § 2.2-3706. 

G. The existence of litigation or criminal prosecution does not exempt the department from 
responding to the FOIA request. We may withhold criminal incident or criminal 
investigation information as noted above in III.M.1, II.M.2 and IV.F. Even if we refer the 
actual response to an attorney, the department is still required to respond within five (5) 
working days with the requested information, and extension statement, or a specifically cited 
exemption. 

H. Ifa citizen approaches an officer requesting information that the officer cannot provide, the 
officer shall refer the citizen to the Police Records Unit Commander. 

I. Records requested/demanded under a subpoena duces tecum are not subject to the 
exemptions/protections of the FOIA. 


VIII. Release of Information by Communications Unit 


A. Dispatchers frequently receive media inquiries, especially regarding a currently operating 
situation. In order to foster a continuing cooperative relationship between media agencies and 
the department, it is important for dispatchers to employ a uniform standard designed to aid 
the news media in obtaining accurate information concerning current events. This procedure 
in no way supersedes other procedures contained in this General Order, nor does it negate the 
referral of media representatives to the PIO regarding the specifics of any incident. 
Dispatchers will release to inquiring media representatives the following information 
regarding any current or immediately concluded incident. 


Confirmation of an incident 

Type of incident, eg., homicide, assault, etc. 

Location of an incident, generally expressed as a block number or neighborhood 
Time of an incident 


PwWNP 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 
Police Reporting System ADM | 16 


Effective: 07.01.07 8 pages 
Supersedes: | ADM-16 (04.15.01), ORG-18 (06.06.79) 


PURPOSE: To establish guidelines for when reports are taken, what forms or systems are 
used in reports, what information is required in the reports, and how reports are submitted, 
processed, and utilized. 


GUIDELINES: Proper documentation of incidents or offenses handled by the police is vital in 
the provision of records, necessary to pursue the effective accomplishment of the department’s 
mission, meet the investigative and documentary needs of the prosecutors’ office, and comply 
with State and FBI crime reporting mandates. Department personnel are expected to 
complete the appropriate reports thoroughly, correctly, and accurately, and to submit them 
promptly, in accordance with department training and the provisions of this Directive. 


PROCEDURES: Actions taken by law enforcement personnel, whether self-initiated or in 
response to a request for service, must be recorded on the appropriate report form or report 
system utilized by the department. These reports serve an important role in recording and 
conducting preliminary investigations, determining cases requiring follow-up investigation, 
providing information needed for prosecution, compiling statistics, and conducting strategic 
planning. 


l. Offense/Incident Reports 


A. The department utilizes the State Incident-Based Report form (IBR) for recording 
all crimes, offenses, and other incidents requiring formal documentation. 


B. The IBR report form must be completed in accordance with the specific information 
entry requirements outlined in the manual, “Incident Report Guidelines” (dated 
February 1999), individual copies of which are housed in each Division. 

C. In reports on criminal offenses or incidents, the Incident-Based Reporting (IBR) 
classifications are used for identifying the type of crime or incident being reported 
(Reference, Offense Code Guide, PPD 18G1). 

D. All Group A offenses require completion of an IBR report (refer to IBR Manual). 

E. Group B Offenses 


1. Reports on the following Group B offenses are required: 


a) Bad Check, when an arrest is made 
b) Third Offense Driving Under the Influence (felony) 
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c) Non-Violent Domestic Incidents (Child Neglect, Contributing to 
Delinquency, etc.) 

d) Peeping Tom 

e) Conspiracy to Commit a Group A or Group B Offense 

f) Hate/Bias Crime 


2. Ifan arrest is made in any of the following Group B offenses, an IBR is not 
required, however, an IBR should be completed if other mitigating 
circumstances are present or a need is indicated for follow-up investigation 
and action: 


a) Curfew/Loitering/Vagrancy Violations 
b) Liquor Law Violations 


F. Other offenses are documented in an IBR report based on their seriousness or the 
need for follow-up investigation. 


Note: Assault on a police officer is coded with the Aggravated Assault code, and 
requires a separate IBR report. 


G. Other activities, which do not necessarily involve a violation of law, but which 
require documentation on an IBR report include the following: 


Accident on City Property (e.g., citizen falls on steps to municipal building) 
Drug Overdose 

Found Body 

Lost or Found Property 

Missing Person/Runaway 

Occupational Accident (involving City employee) 

Industrial Accident 

Suicide, Attempt Suicide 

Injured Officer 

10. Injured Prisoner 

11. Recovered Stolen Auto (not already reported stolen in Portsmouth) 
12. Vehicle Pursuits 


ON) OV eo O E 


H. The Census Tract for offense/incident location must be entered on the IBR report, 
in the upper right untitled block next to the block for Report Time. 


An employee preparing an IBR report must have a supervisor review and approve 
(sign) the report prior to submitting it. The employee should have his/her own 
supervisor perform this review; however, if that supervisor is not available, the 
employee is to locate another supervisor rather than retain the report and fail to 
submit it promptly. 


J. The employee must submit the report to an authorized collection location, such as 


the Records Management Unit, before securing from work. Missing Persons and 
Grand Larceny of Vehicle reports, and reports of return or recovery of same, must 
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be submitted immediately to the Records Management Unit, for data entry on 
VCIN and NCIC. 


The IBR Report number is obtained from the dispatcher, and is computer- 
generated. All report numbers are assigned through this system to avoid the 
possibility of duplication. Any additions to the report, or any recovered evidence 
related to the reported incident will be recorded under the same number. 


The Records Management Unit reviews for accuracy and completeness all 
received IBR reports, providing quality control screening in addition to the initial 
supervisory review and approval. Any reports missing information or found to 
contain discrepancies are returned to the reporting employee via the reviewing 
supervisor who signed the report. The reports are to be corrected as noted on the 
return form, and submitted to Records Management by the due date indicated on 
the return form. 


Reports documenting preliminary investigations of incidents requiring additional 
criminal investigation, e.g., robbery, burglary, are forwarded to the Criminal 
Investigations Unit for assignment to the appropriate squad. 


Reports of pattern crimes of a less severe nature, e.g., destruction of property, or 
of other lesser offenses impacting quality of life, e.g., repeated breaches of peace, 
are forwarded to Community Services for assignment to the Neighborhood Impact 
Officers. 


ll. Vehicle Accident Reports 


A. 


The State-provided Police Accident Report must be completed and submitted for 
any traffic accident meeting the state’s required reporting criteria, as outlined in 
OPR-28, Vehicle Accident Investigation. 


An IBR offense report also is required in all fatality accidents and Hit & Run 
accidents. 


Accident reports must be approved (signed) by a supervisor and submitted to an 
authorized collection location prior to the employee’s securing from duty. 


The report number is obtained from the dispatcher, as with IBR reports. In fatality 
and Hit & Run cases, the IBR report and the accident report will have the same 
report number. 


Police Accident Reports are forwarded to the Records Management Unit, which 
submits the appropriate copy to the State Police, and maintains the department 


copy. 


Fatality and Hit & Run accidents are assigned to the Strategic Traffic Unit for 
investigation. Report copies and additional information received are forwarded to 
that unit. 
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G. For city vehicle accidents, refer to General Order 5-2, Vehicle Accident 
Investigation. 


Ill. Police Case Files 


A. In all felony cases, the assigned or investigating employee is responsible for 
providing the Commonwealth Attorney’s Office with a complete, thorough, and 
detailed Case File to maximize successful prosecution. Third offense petit larceny 
cases will require felony case files only upon the agreement of the Commonwealth 
Attorney’s Office regarding prosecution. 


B. Once an arrest warrant or indictment is secured, the Case File is due in the 
Records Management Unit within ten (10) working days. For Juvenile Case Files, 
the submission deadline is five (5) working days. If an extension on the case file 
deadline is needed, it is to be requested through the Court Liaison Unit. 


C. The Case File must be submitted in the appropriate Case File folder. Documents 
will be secured by the folder clasp, and any use of staples should be avoided, with 
paper clips used instead, in order to facilitate the copying process. 


D. The Case File must contain the following mandatory items: 


1. Case File Checklist - With file items assigned sequential page numbers, and 
the numbers listed on the appropriate checklist space. Items added later are 
also numbered sequentially with the date of their addition to the file noted in 
the appropriate checklist space. The “NO” column is checked for any item not 
needed. 


2. Police Prosecution Report 


3. CAO Victim/Witness List — Portsmouth Police officers listed as police officer 
witnesses only require name, work phone number, and alternate contact 
(direct supervisor and phone number) information entered, along with the 
information about which the officer will testify. 


4. Copy of IBR Report, including any applicable “ADD” (additional) reports 


5. Investigative Narrative — including a chronological summary of the 
investigation, listing times, dates, names, places, and other information 
relevant to the investigation 


E. Additional items, as listed below, to be included in the Case File are determined by 
the nature of the offense. All applicable information boxes are to be checked 
appropriately regarding any included items. 


1. Arrest Warrant — at officer’s discretion 

2. Autopsy Report 

3. Co-Defendants 

4. Defendant's Photograph — taped, not stapled, to file’s inside cover 
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5. Defendant’s Statement 

6. Emergency Medical Technician Report — if available 

7. Evidence Summary — including a list of all relevant physical and technical 
evidence 

8. Forensics Report — provided by Forensics Unit 

9. Forgery and Fraud Evidence 

10. Laboratory Requests — once Certificate(s) of Analysis received; note add date 

11. Line-Up Form 

12. Line-Up Photo — original photo in appropriate envelope attached to back of 
file 

13. Medical Records 

14. Property & Evidence Voucher 

15. Property & Evidence Receipt & Disposition Form (PPD Form No. 142) listing 
any evidence seized 

16. Rights Form — indicate if and how rights given 

17. Search Warrant and Affidavit — include Consent To Search forms 

18. Vehicle Impound Sheet — indicating if suspect’s vehicle or victim’s vehicle 

19. Victim/Witness Statements 

20. Witness List — if a witness has a criminal record, list the record number in item 
#14, but do not attach the criminal history 

21. Certified Court Orders — attach original court orders for Third Offense 
Larceny, Convicted Felons, etc.; page numbers are not to be written on these 
documents, but on blank sheets of paper inserted between the court order 
pages 

22. Other — specify additional inclusions not listed on the checklist 


F. Miscellaneous information, officer notes, criminal histories, etc., which are not part 
of the Case File but are part of the investigation, will be stored in an envelope 
labeled “Officer Notes” attached to the back of the file. This information will not be 
copied or forwarded to the Commonwealth Attorney's Office. The officer must 
remove and destroy criminal histories once all court action has been concluded. 


G. The employee’s supervisor must review and approve the Case File before its 
submission. 


H. Records Management logs and retains the original Case File, and forwards a copy 
of the file to the Commonwealth Attorney's Office. Requests for information by the 
C.A.’s office, for prosecution preparation, should be referred to Records 
Management if the requested information was included in case file already. 


IV. Field Interview/Observation Notice Cards 


A. Officers are encouraged to conduct field interviews, based on the principle that the 
Opportunity to apprehend criminals and prevent crime increases with the number 
and frequency of persons interviewed. Information gathered and recorded can 
prove highly valuable in several different law enforcement functions, but primarily 
in developing leads in those cases where few initial leads existed. 
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V. 


Field Interview (FI) Cards provide documentation on lawful stops of citizens for 
investigative purposes, or observations of vehicles or of persons with whom the 
officer does not necessarily have direct contact. 


FI Cards are to be completed as thoroughly as possible, with the information 
available at the time to the reporting employee. The employee is to submit the 
card to an authorized collection location prior to securing from duty. 


Submitted FI Cards are retrieved by, or forwarded to, the Crime Analysis Unit. 


The Crime Analysis Unit enters information from the FI Cards into Pistol. 


Computer-Aided Dispatch System (CADS) 


A. 


For the purpose of this Directive, CADS is included as an additional field reporting 
system, as it provides a record of both criminal and non-criminal situations to which 
police respond. CADS information is retrievable for utilization in service quality 
review and evaluation, statistical compilation, and strategic analysis and planning. 


Dispatchers record the following information into CADS: 


Citizen complaints 

Incidents resulting in an employee being assigned or dispatched 

Criminal and non-criminal cases initiated by law enforcement employees 
Incidents involving arrests, citations, or summonses 

Number and identity of employees involved in these situations or incidents 
Actions of employees in response to these situations or incidents 
Identification of other agencies involved or recommended/contacted for 
referral 

8. Incident status or resolution at conclusion of service call 


NOAD Do 


Patrol Shift Commanders prepare for duty by reviewing the previous shifts report 
of service calls, identifying existing situations or repeated problems, and CADS 
BOLOs. 
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D. CADS summaries also are reviewed by the Field Operations Commander to 
evaluate patrol response, ensure quality service, and identify unresolved problems 
requiring additional attention and/or involvement of outside agencies. 


E. Applicable CADS records provide a useful resource to Supervisors and managers 
whenever a discrepancy arises regarding appropriate police response to, or 
resolution of, an incident or situation, including possible developing crime patterns. 


F. CADS is a primary source of data and information utilized by the administration for 
long range strategic planning, and by Division Commanders for more immediate 
resource allocation and operational planning. 


B. Information from the following sources is entered GD 


1. IBR offense/incident reports 

2. Traffic accident reports 

3. Traffic summonses 

Field Interview/Observation cards 
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Vil. Police Records Unit Duties and Responsibilities 


A. The Police Records Unit shall be delegated the responsibility of preparing the 
below listed offense reports: 


Grand and Petit Larceny 

Destruction of Property 

Missing Person and Runaways 

Annoying and Obscene Telephone Calls 

Reports of lost and found articles 

Other offenses determined by the Police Records Supervisor at the time of 
reporting, which may be handled more effectively without loss of relevant 
information or evidence, i.e. walk-in complaint of Grand Larceny of Auto. 


OX Ore WOD S 


B. Accident reports where the complainant comes to Police Headquarters and makes 
report in person, including hit and run accidents. 


C. Prepare supplementary offense reports 


APPROVED: 


Edward G. Long 
Chief of Police 
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Date: 
To: 


Subject: 


THE CITY OF 


PORTSMOUTH 


Chief’s Directive 


October 1, 2020 
Police Employees 


Grooming standards 


Effective immediately: 


Purpose: Amend Standards set forth in PPD ADM-17 Section III, Letter B (1-2), Dress Code 
and Grooming Standards, regarding the growth of facial hair and new guidance on the display of 
tattoos by Portsmouth Police Department employees. 


I. Tattoo Regulations 


A. Tattoo issues will be reviewed on an individual basis. 


The Administrative Bureau Commander overseeing personnel functions will review 
and determine if an applicant’s tattoo(s) conflict with this directive. 


Supervisors will review subordinate employee’s existing tattoos and determine if the 
tattoo(s) conflict with this directive. 


Supervisors will review any additional tattoos and determine if the tattoo(s) conflict 
with this directive. 


. Any supervisor who determines a tattoo conflicts with this directive will notify their 


Chain of Command up to the Chief of Police in writing of their findings. The Chief 
of Police may grant an exemption if the tattoo violates Section C of this directive. 


Annual reviews of tattoos will be recorded in the Inspections module of RMS by the 
employee’s direct supervisor. Supervisors will record any visible tattoos and ask the 
employee to describe all hidden tattoos for recording purposes. All Requests for 
Exemption and Chief Approvals will be scanned and attached to the Employee’s 
Name module. 


B. The following tattoo(s) are prohibited, regardless of visibility: 


1. 


6. 


Extremist- Tattoo(s) affiliated with, depicting, or symbolizing extremist philosophies, 
organizations or activities including those advocating racial, gender, ethnic hatred or 
intolerance or illegal discrimination based on race, color, gender, ethnicity, religion, 
sexual or gender orientation, or national origin; or tattoo(s) advocating violence or 
other unlawful means of depriving individual rights under the U. S. Constitution and 
Federal or state law. 


Indecent- Tattoo(s) that are grossly offensive to modesty, decency, propriety or 
professionalism. 


Sexist-Tattoo(s) advocating a philosophy that degrades or demeans a person based on 
gender. 


Racist- Tattoo(s) advocating a philosophy that degrades or demeans a person based 
on race, ethnicity, or nationality. 


Gangs or Drug/Narcotic related- tattoo(s) promoting/identifying participation in gang 
activity or the use/possession of any illicit substance. 


Tattoos representing bias against any protected class are prohibited. 


C. Prohibitions and exemptions: 


1. 


Tattoos on the face or head are prohibited. 


Tattoos on the hand are prohibited with the exception of a single ring-shaped image 
displayed on a single finger. 


Inappropriate or offensive tattoo(s) cannot be added, whether the tattoo(s) is covered 
or not. 


Cosmetic tattoo(s) (eyeliner, eyebrows and lips) are authorized if they are natural in 
appearance, i.e. natural skin/hair tones. 


Exemptions for tattoos (existing or intended) may be requested from the Chief of 
Police or designee. A request for exemption form is available and must be routed 
through the employee’s Chain of Command for all existing tattoos on the face, head, 
or hands. 


II. Facial Hair Regulations 


HI. 


IV. 


A. 


Officers with the desire to grow any facial hair must complete the attached form and 
submit it to their supervisor stating their intention before they stop shaving. Until 
approved, officers must adhere to standards set in PPD ADM-17, Dress Code and 
Grooming Standards, Section III. 


The supervisor will maintain a copy of the form, and forward the original to the Chief’s 
Office. 


Sideburns, when worn alone, must not extend below the lowest part of the ear and must 
be neatly trimmed and tapered in the same manner as the haircut. Sideburns must be 
straight and of even width (not flared) and end in a clean-shaven horizontal line. 


Mustaches, when worn alone, will be neatly styled and trimmed and may extend over the 
upper lip but may not extend over any part of the lower lip. The mustache may be grown 
no longer than the corners of the mouth, the ends will not be twisted or waxed. 
Mustaches will not be squared but may be tapered toward the corners of the mouth or 
formed from the natural facial line. 


Beards must be worn in conjunction with a connecting mustache and will not exceed 3/8” 
(or 9mm) in length. The appearance of all facial hair must be shaped and trimmed above 
the neckline, neat, professional, and well-maintained. 


Goatees must not exceed 3/8” in length and must connect the mustache and the hair 
grown on the chin. The goatee will not exceed 1 inch from the corner of the mouth and 
will not exceed 1.5 inches below the chin. 


All facial hair will appear natural in color, i.e. natural hair tones. 


Employees with facial hair must have a shaving kit available in the event of a duty related 
incident where a breathing apparatus would be used. 


Employees must be clean shaven whenever required for fit testing of department issued 
gas masks or respirators. 


Any employee failing to comply with the standards set forth in this directive shall be subject 
to disciplinary action in accordance with City AP #10, as well as revocation of authorization 
or exemptions. 


Employees seeking accommodations to this standard will contact the City Human Resources 
Office. See also ADM-17 III.B, Special Order SO 2018.05.14-01, and City AP#21 
Americans with Disabilities Act. 


PO RTS M 0 UTH Request to Grow Facial Hair 


POLICE DEPARTMENT 


Purpose: In accordance with the Chief’s directive, tattoo and facial hair, this is to inform my immediate supervisor 
of my intention to grow facial hair. I have read and understand the Chiefs Directive and will comply with 
the guidelines set forth in this directive to include having a shaving kit on hand daily. 


Employee Name: ID No. 


Employee Signature: Date: 


Chain of Command Review: 


Approved Denied Signature Date Comments 
Immediate Supervisor 0O 0O 
Sergeant O L] 
Lieutenant O O 
Captain O O 
Assistant Chief O O 
Chief of Police L] O 


Special Conditions 


Distribution: Original: Chief’s Office Copy 1: Employee Copy 2: Employee Module RMS PPD Form 


p 0 RTS M 0 UTH Tattoo Exemption/Approval Request 


POLICE DEPARTMENT 


Purpose: In accordance with the Chief’s directive, tattoo and facial hair, this is to request an exemption of the tattoo 
directive for an existing or desired tattoo. I have read and understand the Chiefs Directive and will 
comply with the guidelines set forth in this directive to include not adding new prohibited tattoos unless 
approved. 


Is the Tattoo Visible in Uniform: Yes [| No C] 


Tattoo Description: Location: 
Employee Name: ID No. 
Employee Signature: Date: 


Chain of Command Review: 


Approved Denied Signature Date Comments 
Immediate Supervisor 0O 0O 
Sergeant O O 
Lieutenant 0O 0O 
Captain O L] 
Assistant Chief O O 
Chief of Police O O 


Special Conditions 


Distribution: Original: Chief’s Office Copy 1: Employee Copy 2: Employee Module RMS PPD Form 


Portsmouth, Virginia Police Department 
General Orders Manual 


Dress Code and Grooming Standards ADM | 17 
Effective: 03.29.13 10 pages 
Supersedes: | 05.01.06 | CALEA: 22.2.5, 22.2.1, 41.3.4 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish dress and grooming standards for Portsmouth Police Department employees. 


POLICY: Portsmouth Police Department employees will present a neat, clean, and professional image 
which promotes safety and instills pride and dignity. 


PROCEDURES: (22.2.5) 


I. General: Uniformed police officers are highly visible representatives of the department and the City, 
whose discipline, efficiency, authority, and respect are judged, in part, by the manner in which they 
carry themselves, and the pride they take in their uniform appearance. 


A. Uniform - Sworn Officers: All sworn personnel will maintain a basic police uniform. A high 
standard of dress is stressed through properly fitted, clean, serviceable, and pressed uniforms. 
All personnel wearing the uniform will be aware of their appearance by not keeping bulky items 
in their pockets, and by keeping all buttons and zippers fastened, neckties properly worn, metal 
surfaces shined, and leather surfaces cleaned or polished. 


1. Officers will mix no part of the police uniform with civilian attire or other non-issued items 
of clothing, except as specifically authorized herein. (41.3.4) 


2. Whistles: Itis mandatory to have easy access to the police issued whistle. 


3. Jewelry: Officers may wear conventional rings, bracelets and watches provided that they do 
not detract from the professional image projected by the uniform, or interfere with the 
officer’s ability to properly utilize his or her equipment. Female officers may wear small 
post earrings with the police uniform, and are limited to one in each ear. If worn, earrings 
shall be in both ears. Male officers will not wear earrings. Visible necklaces are prohibited. 
All other jewelry items, including but not limited to, visible body piercings are prohibited. 


4. Traffic Vests: Officers will wear traffic vests during traffic duty or during other periods 
when high visibility is desired for safety reasons. They may be worn over a shirt, jacket, or 
rain gear, as needed. 

5. Bulletproof Vests: Wear of bulletproof vests is prescribed in ADM-49 — Body Armor. 

6. Undershirts: It is permissible to show navy blue or black undershirts above the open collar 


when wearing either the long or short-sleeved navy blue uniform shirt. Department approved 
navy blue or black mock-turtleneck shirts are permissible under the long-sleeved navy blue 
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uniform shirt. If any other color undershirt is worn, no part of the undershirt will show above 
the open collar or below the sleeves. 


7. Sunglasses: Wearing of sunglasses is optional. Both the design and color of the frame and 
lenses must project a professional image. Mirrored lenses are prohibited. 


8. Gloves: Any gloves worn with the uniform must be black and be of such type that they will 
not interfere with the use of any issued equipment. Fingerless gloves may only be worn by 
specialized unit members, as authorized. Officers may wear high-visibility gloves when 
directing traffic. Mittens and sap gloves are prohibited. 


B. Headgear 


1. Service Cap: The service cap consists of the basic rim/visor with blue cloth cover, metal 
police shield, and chinstrap. Patrol officers and Detectives will wear the silver shield and 
black chinstrap. The Honor Guard and Sergeants and above will wear gold shield and gold 
chinstrap. The ranks of Chief and Assistant Chief will have two arcs of oak leaves, 
embroidered in gold, on the visor. No other items are authorized to be on the cap. Rain 
covers must be clear, black or dark blue. As part of the Class A uniform officers will wear 
service caps at formal occasions including parades, departmental funerals, formal 
inspections, and other events designated by the Chief of Police. Otherwise, wearing of the 
cap is optional. Since the service cap is a readily identifiable feature of a police officer, and 
as a Safety measure, wearing of the cap is strongly recommended during periods of reduced 
visibility, inclement weather, and during traffic duty. When worn, the service cap will be 
positioned straight on the head so that the bottom round edge creates a straight line around 
the head and parallel to the ground. 


2. Cold Weather cap: Officers may wear either the issued plain black watch cap or fur lined 
cold weather cap during periods of very cold weather. If the fur lined cold weather cap is 
worn, the police hat shield will be affixed straight and centered on the front flap. Officers 
may wear the plain black watch cap with class B or class C Uniform, but will not wear it with 
the class A uniform. 


3. Helmets: Helmets will be worn as required by specific assignments. Riot helmets are 
authorized during periods of civil unrest. 


4. Ball Caps: Officers may wear baseball style caps during special projects. The ball cap will 
not be worn with the Class A uniform. Wearing of the ball cap is optional with Class B or C 
uniforms. Officers will not wear the department issued ball cap off duty, except when 
engaged in department-sanctioned employment and will not wear the ball cap for routine 
patrol operation. 


C. Footwear 


1. Shoes/Boots will be maintained to present a professional appearance and meet inspection 
standards. The department may issue Class A, formal dress shoes, however, officers are 
allowed to wear other shoes with the Class B or utility uniforms provided those officers 
purchase the alternate shoes at their own expense. The alternate shoes must meet the 
following criteria: 
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Shoes must be black, plain toed. 

Shoes must be made of leather or leather-like material. 
Shoes may be low-cut, Chukka boot, or boot styles. 
The lacing of the shoes must not extend to the toes. 
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2. Socks: The visible portion of socks worn with the uniform will be black. 


D. Jackets: Officers will wear only department issued or approved jackets. Alternate, approved 
jackets may be purchased at the officer’s expense. 


1. The metal badge, or the cloth badge, will be placed over the left breast. The only authorized 
patches on jackets are the department shoulder patch and the badge patch. The shoulder 
patch will appear on both sleeves, one inch down from the seam of the epaulet and centered. 
Sergeants who have already affixed chevrons to their jacket sleeves may continue to wear 
them, however, new Sergeant jackets will not have chevrons affixed, unless the individual 
officer purchased the jacket. 


2. Sergeants and above may wear their rank insignia on the epaulets, with the outside edge 34” 
from the outside seam of the epaulet. 


3. Thermal vests, if worn, must be black or navy blue, must be worn underneath the heavyweight 
coat, and must not be visible during normal wear. 


E. Raincoat: Officers may only wear the department issued raincoat. 


F. Line Officer’s Blouse: Line Officers will wear the blouse fully buttoned and when outdoors, 
they will wear their service cap. Rank insignia emblems will be placed one (1) inch from the 
outside seam of the epaulet and over the “K” stitch. Cuff braids will be gold, and will be % inch 
wide. Each braid will be separated by 1⁄4 inch of blouse material. The bottom of the lowest braid 
will be three inches from the bottom of the sleeve. Cuff braids will be worn as follows: 


Lieutenant - one braid 
Captain - two braids 
Assistant Chief - three braids 
Chief - four braids 
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G. Sweaters: Officers may wear sweaters with the police uniform provided that the sweaters 
conform to the following guidelines: 


Must be purchased at the officer’s expense. 

Must be an approved Police/Military style and project a clean, neat, professional appearance. 
Must be V-neck. 

Must be dark navy blue in color. 

Must have epaulets and twill fabric shoulder and elbow reinforcements of the same color as 
the sweater. 

6. Officers may wear the approved sweater without a tie during routine patrol and/or other 
assignments as weather necessitates. If an officer chooses to wear the sweater during a court 
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appearance or a formal occasion the officer must wear a tie. Line officers may elect to wear 
a white shirt. 

7. Must be worn so as not to conceal or interfere with the officer’s ability to access his or her 
equipment. 

8. The police metal badge will be positioned on the left side, and the metal nametag will be 
positioned on the right side. Both the badge and the nametag will be positioned so as to 
project a symmetrical, balanced appearance. 

9. *A department-issued embroidered (cloth) police badge may be sewn on the left side 
sweater breast and a cloth name patch positioned on the right side sweater breast. The name 
patch will consist of a black background on which the name is embroidered in 3/8 inch-high 
block letters. The stitching will match the color of the badge. 

10. *The department shoulder patch and rank insignias are worn on the shoulder epaulets. The 
department shoulder patch will appear on both sleeves, centered on the epaulet and one inch 
down from the shoulder seam. Specialized Units may utilize a department-approved 
alternative shoulder patch on the left shoulder. 

11. No other pins, patches or markings will be worn on the sweater. 


*Required Department patches will be provided, however officers will have them appropriately 
affixed at their own expense. 


H. Trousers: Officers will wear only department issued trousers with the uniform. Pocket flaps 
should remain fastened when not in use. The front of the trouser legs should just touch the top of 
the shoes; the back of the trouser legs should drop % inch lower than the front trouser legs. 
Officers will wear only black belts with the uniform trousers to match the leather gear. 


I. Leather Gear: Officers will wear only department issued or approved leather gear and affix only 
department issued or approved items to it. All leather gear and metal surfaces will be polished. 
The unpainted metal surfaces on the leather gear and metal accessories worn by Sergeants and 
above will be gold. The type of assignment dictates leather gear configuration. Placement of 
equipment on the leather gear is generally determined by each officer’s comfort and accessibility 
to equipment. Officers must observe the following guidelines: 


1. Patrol Configurations: 


a. The sidearm will be carried in a department approved holster. 

b. Ammunition pouch(es) will be appropriate to the weapon carried. Officers should place 
their ammunition pouches on the side of the body opposite the shooting hand, in a 
manner that will allow retrieval of the magazine(s) from the top or side of the pouch(es). 

c. The aerosol subject restraint (ASR) canister may be placed anywhere on the belt. 
However, it is strongly encouraged to carry the ASR holder on the strong side, in front of 
the sidearm. 

d. The ASP baton will be carried in the scabbard, either on the weapon side or the reaction 
side of the duty belt. 

e. A radio holder or clip will be worn on the side opposite the shooting hand, either in front 
or behind of the ASP baton scabbard. The radio holder must not interfere with access to 
the ASP baton. 

f. Officers will wear the Conducted Energy Device (CED) in an approved holster on the 
side opposite their firearm. 
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g. Officers will carry handcuffs in appropriate cases, in a position that allows easy retrieval 
with the non-shooting hand. 

h. Placement of other department issued or approved items are at the officer’s discretion. 
However, access to the sidearm, ASP baton, CED, aerosol subject restraint (ASR), radio, 
and handcuffs must remain unrestricted. 

i. Department issued belt keepers may be worm to fasten the leather gear to the trouser belt. 


2. Administrative Configuration: Sworn personnel assigned to administrative duties who report 
for duty in uniform may carry their sidearm in administrative holsters. Other items worn will 
be placed on the belt in accordance with the guidelines for patrol configuration. 


J. Neckties: Officers will wear ties with the long-sleeve shirt ONLY. They will be kept clean, 
pressed, and properly positioned on the collar. Service pins and/or the department miniature 
badge tie-tack are the only authorized tie tacks to be worn with the police uniform. To promote 
officer safety, neckties will be of a breakaway style, either clip-on or Velcro-closure. 


K. Shirt: Uniform patrol officers may choose to wear either long or short sleeve shirts while on 
duty. Normally, the sleeves of both shirts will not be rolled up. 


1. Sleeves: The department shoulder patch and chevrons (as required) are to be worn on the 
shirtsleeves. The department shoulder patch will appear on both sleeves, centered on the 
epaulet and one inch down from the shoulder seam. Specialized units may utilize a 
department-approved alternate shoulder patch on the left shoulder. Sergeants will wear gold 
chevrons, which will be centered and positioned five inches from the shoulder seam. Other 
authorized patches include: 


a. Service stripes may be worn on the left sleeve of the long sleeve shirt. Each stripe will 
represent four years of service. The bottom bar will be centered and positioned one inch 
above the cuff seam. Patrol officers will wear silver stripes and Sergeants and above will 
wear gold. Wearing of the service stripes is optional. 

b. Specialized patches to indicate officer achievement or assignment to a specialized unit 
may be worn as authorized. 


2. Collar: Collar devices will be centered 1/2 inch from the front edge of the collar. Uniformed 
personnel will wear the devices as follows: Patrol officers will wear the PPD bars parallel to 
the neckline. Sergeants will wear gold chevrons. Lieutenants will wear single gold bars. 
Captains will wear double gold bars. Sergeants, Lieutenants, and Captains will wear the 
devices perpendicular to the neckline. The Assistant Chief will wear silver oak leaves and 
the Chief of Police will wear gold eagles. 


3. Left Front Side: On the left side of the shirt officers will wear the badge, nametag, and pens. 
The badge will be secured in the badge holder over the left pocket flap. It will be centered 
both vertically and horizontally. Each nametag will bear the officer’s initials and last name, 
with a period placed after each initial. Patrol officers will wear silver tags and Sergeants and 
above will wear gold. 


4. Right Front Side: On the right side of the shirt officers will wear only authorized special unit 
pins for units to which they are currently assigned, service awards, and/or decorations. 


Officers may not wear more than two the specialty pins or tags. A master list of authorized 
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pins and tags is maintained and can be viewed at the Property Management Unit. A number 
of tag and pin combinations may exist depending upon an officer’s training and special 
assignment. The officer may decide which two badges or pins to wear on the right pocket 
flap in the following manner. 


a. If only one fixture is worn, either a tag or a pin, it will be centered vertically and laterally 
on the pocket flap just above the button. 

b. Ifa combination of one tag and one pin is worn, the tag will always appear on the outside 
half of the flap and the pin will always appear on the inside half. Both fixtures will be 
centered vertically and laterally on the half of the pocket flap on which they appear. 

c. If two tags of equal size are worn, they will be one above the other and centered between 
the button and the top seam of the pocket flap. If one tag is smaller, it will appear above 
the larger tag. 

d. If two pins are worn, they will each be centered vertically and laterally on the half of the 
pocket flap on which they appear. 


5. Service Ribbons and Medallions: Service ribbons will be displayed only on the uniform 
patrol shirt and line officer’s blouse. Medallions are issued to serve as keepsakes of special 
occasions. They will not be worn with any police uniform, except at the time of presentation 
or other appropriate occasion. 


a. Ribbons, either single or multiple, will be mounted over the right breast pocket on the 
uniform shirt and just touching the uppermost seam of the pocket. The first row of 
ribbons will contain up to three ribbons. Subsequent ribbons will be placed on the second 
row. Regardless of the number of ribbons acquired, they will be centered over the 
pocket. 

b. Position over the pocket will depend on the value of the ribbon(s), so that the ribbon with 
the most meaning and merit will always appear closest to the heart and, when 
appropriate, above other ribbons. The order of precedence of the ribbons is found in 
ADM-43 — Police and Citizen Awards. 


L. During periods of extreme weather such as extreme cold, flood conditions, hurricane situations, 
snow or heavy rainfall, etc., Unit Commanders may authorize appropriate deviations from the 
dress code for that specified period of time. Unit Commanders are the determining authority. 


II. Uniform Classifications 


A. Class A (formal events): 
1. Lieutenant and above: Service cap, long sleeve white shirt, tie, dress blouse, and formal 
dress shoes. 
2. Sergeant and below: Service cap, blue long sleeve shirt, tie, and formal dress shoes. For 
inclement weather, the heavy weight coat or lightweight jacket may be worn. 


B. Class B (standard duty, patrol): 
1. Lieutenant and above: Service cap, blue or white shirt (short or long sleeve), alternate 
footwear. 
2. Sergeant and below: Service cap, short or long sleeve shirt, alternate footwear. 


C. Class C (work, utility, specialty uniform): 
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1. As designated by assignment. 

2. Optional items include, but are not limited to jumpsuits, bike uniforms, work shirts, fatigues, 
specialized headgear, or police baseball caps. Specialized plainclothes units may use ball 
caps as identification, when worn with raid jackets. 


D. Unless otherwise notified by their respective commanders, officers in Uniform Patrol or 
administration will wear either the Class A or Class B uniform. 


E. Special Uniforms: Due to the nature of specific assignments, certain units will generally wear 
special uniforms. The specifications for wearing such uniforms will be listed in each unit’s 
operation manual. 


F. Courtroom Attire: Class A or B uniforms are appropriate for courtroom appearances. If a long 
sleeve shirt is worn with the class A or B uniform, a tie must be worn. A long-sleeved shirt with 
open collar and visible undershirt (either T-shirt or mock-turtleneck) is not generally permitted. 
Class C Uniforms may be worn only under specific authorization. Personnel may also wear 
civilian clothing in accordance with City AP # 38, Sec. II, “Appropriate Work Attire,” as 
follows: 


For Women: Business suit, pantsuit, dress, skirt (no higher than two inches above the knee) or 
dress pants accompanied by blouse, business shirt, sweater or sweater set. Business shoes and a 
form of hosiery or socks (pants only). 


For Men: Business suit or dress pants accompanied by dress/business shirt, tie and belt and sport 
coat/blazer. Business shoes and socks. 


III. Grooming for Uniformed Sworn and Civilian Personnel: Employees will maintain a neat, clean, and 
professional appearance. Hairstyles will not interfere with the proper wearing of headgear or safety 
equipment. The appropriate Bureau Commander must authorize deviation from these standards. 


A. Hairstyles for uniformed officers, plain-clothes officers and for civilian employees must not be 
“extreme” or “faddish”. Hair coloring must be natural looking tones; unnatural colors such as 
green, purple, blue, etc., are not permitted. 


1. Females: The hair must be clean, neat and well groomed. Hair shall not extend below the 
bottom of the collar for uniformed officers. Long hair must be arranged to meet this 
requirement. Large, flashy barrettes or pins are prohibited. Hairstyles and the bulk of the 
hair will not interfere with the proper wearing of departmental issued headgear, protective 
facemasks or other equipment. 


2. Males: Men’s hair must be neatly clean and well groomed, and it may not extend below the 
middle of the ear, fall below the eyebrow, or fall below the top of the collar in the back of the 
neck. Sideburns shall be neatly trimmed, shall end with a clean-shaven horizontal line and 
may extend downward to the lowest part of the earlobe. Hairstyles and the bulk of the hair 
will not interfere with the proper wearing of departmental issued headgear, protective 
facemasks or other equipment. 


B. Facial Hair 


ADM-17 Dress Code and Grooming Standards (03.29.13) Page 7 of 10 


1. Neatly trimmed mustaches are permitted provided they do not extend more than one-half 
inch beyond the corner of the mouth or below the upper lip. No other facial hair for sworn 
officers is allowed. Civilian personnel may have neat and well groomed beards or goatees. 


2. During the course of conducting their sworn duty, officers may become involved in work 
activities that require the use of a tightly fitting respirator face-piece. In accordance with the 
manufacturer’s recommendations, and testing standards set forth in OSHA regulation 
1910.134, personnel must maintain grooming standards so as not to interfere with the proper 
seal of the face piece, or otherwise compromise the proper functioning of any and all safety 
equipment. No facial hair is permitted which may cross the respirator sealing surface. This 
includes any stubble, beard growth, beard, mustache or sideburns. 


3. Any officer who has a facial skin condition which would be aggravated to a significant 
medical degree if required to be close-shaven may request a temporary exemption from 
section III.B herein. This exemption shall be effective for a maximum of one year, however 
may be re-granted upon medical re-evaluation and determination that the condition is 
ongoing. 


4. An officer who has submitted a request for an exemption will be classified as a “Limited 
First Responder,” as defined below, until such time as the officer is medically cleared and 
properly fit-tested to utilize an Air Purifying Respirator (APR). 


a. First Responder — Those individuals who, in the early stages of an incident, are 
responsible for the protection and preservation of life, property, evidence, and the 
environment. This includes all sworn personnel and selected non-sworn personnel whose 
response may be required. 


b. Primary First Responder — Those personnel who are most likely to arrive first on the 
scene in the early stages of an incident. This includes, but is not limited to, sworn 
personnel assigned to the Patrol Operations Division, Community Services Division, 
School Resource Officers, Special Units and the Strategic Traffic Unit. 


c. Limited First Responder — Any employee who would ordinarily be designated as a First 
Responder, but has not been properly trained, fit-tested and medically cleared for APR 
usage, and is otherwise fit for duty. 


5. If the condition is determined to be ongoing, the officer must (at a minimum) annually: 
a. Submit written request for such exemption to the Chief of Police; and 
b. Undergo medical re-evaluation. 


6. The requesting officer shall provide written medical confirmation of his facial skin condition 
from his personal dermatologist to the City Physician no later than ten calendar days from the 
date of his request. The dermatologist shall provide medical certification utilizing the City’s 
evaluation form which will indicate: 


a. The medical management necessary; 

b. The minimum facial hair growth required to permit the officer to avoid significant health 
consequences; and 

c. The length of time (days/months) for which the exemption is required. 
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7. The requesting officer shall continue working his regular schedule and any previously 
approved secondary employment during this period. While awaiting medical confirmation, 
the offices shall be permitted to wear facial stubble. 


8. The City Physician shall send a report directly to Human Resources Management (HRM) and 
HRM shall notify the Chief of Police of the results of the medical evaluation and 
confirmation thereof. 


9. The Chief of Police, or his or her designee, shall notify the requesting officer in writing of 
the granting or denial of the temporary exemption within five calendar days of receipt of 
information from HRM. A copy of the Chief’s decision shall be made a part of the officer’s 
personnel file. 


10. When an exemption is approved, facial hair growth shall not exceed the Dermatologist’s 
recommend minimum necessary facial hair growth to permit the officer to avoid verified 
significant health consequences. The exemption shall not be approved for long facial hair 
and or long beards. 


11. Officers seeking a temporary exemption shall cooperate with the City and agree that their 
personal Dermatologist will provide the City with medical information, and that the City is 
authorized to contact their physician for purposes of this policy. Failure of an officer to 
cooperate may result in denial of the exemption and/or disciplinary action in accordance with 
the City’s Employee Standards of Conduct and/or other applicable Police Department 
policies. 


12. An officer’s entitlement to use any authorized leave from duty based on a facial skin 
condition shall not be affected by this policy. 


C. Dental Ornamentation: The use of gold, platinum or other veneers or caps for purposes of 
ornamentation is prohibited. Teeth, whether natural, capped or veneer, will not be ornamented 
with designs, jewels, initials, etc. 


D. Fingernails — men’s fingernails shall not exceed past fingertips and shall be kept clean. 
Women’s fingernails shall not exceed % inch measured from the fingertip and shall be kept 
clean. Women may wear nail polish but colors shall be conservative and compliment skin tone. 
While in uniform nails shall not be decorated or embossed with designs or like ornaments. 


IV. Plain Clothes Sworn and Civilian Personnel 


A. Dress Code: Sworn and civilian employees wearing plain clothes on duty will present a neat, clean 
and professional appearance, and will wear acceptable conservative business attire, in accordance 
with Portsmouth City Administrative Policy #38, “Dress Code Policy.” Employees who attend 
mandatory or departmentally sanctioned activities will dress in a manner appropriate for those 
activities. The Chief of Police or the appropriate Bureau Commander may authorize deviations from 
these standards. 
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B. Facial Hair: Plain-clothes sworn personnel will comply with the facial hair guidelines established for 
uniform personnel . The appropriate Bureau Commander may authorize the wearing of beards by 
members of a unit, consistent with the special demands and needs of the unit. 

V. Identification 

A. All employees are issued official police identification cards stating their position within the police 

department. Employees will carry this card at all times unless such possession would jeopardize an 


investigation and/or place the employee in danger. (2.2.7) 


B. All employees will respond to any request to show their official identification unless such request 
would jeopardize an investigation and/or place the employee in danger. (2.2.7 a) 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Promotion Procedures for Sworn Personnel ADM | 18 


Effective: 09.07.17 4 pages 


Supersedes: | 03.05.12 | VALEAC: PER.07.01, PER.07.02 


APPROVED: Tonya D. Chapman, Chief of Police 


PURPOSE: To ensure an objective and comprehensive selection process for all candidates being 
considered for promotion to the ranks of Sergeant, Lieutenant, and Captain. Promotional processes are 
conducted in a fair and impartial manner and selections for promotion are based on merit. 


GUIDELINES: The City’s Human Resources (HR) Department in consultation with the Police 
Department will contract with a vendor to design and implement an internal assessment process to 
coincide with the Civil Service Commission’s testing cycle. Candidates will be ranked in order, highest 
to lowest, by a cumulative score. The Department will only use the names of candidates from the 
eligibility list in accordance with Civil Service Commission Rule #24 to fill promotional vacancies. The 
Chief of Police is responsible for the Department’s role in the promotion process. 


I. POLICY: 


A. The Police Department will ensure that promotional decisions are in accord with the principles of 
equal employment opportunity by imposing only valid requirements on promotional 
opportunities. 


B. The Chief of Police retains authority for final recommendations of all Departmental sworn 
personnel promotions. 


C. All candidates that are eligible for promotion to fill a vacancy will be considered equal and be 
given fair and equal consideration. 


D. Minimum requirements for a position will be in accordance with the city’s respective job 
descriptions. 


Il. RESPONSIBILITIES: 


A. The HR Department has responsibility for all promotional testing. The HR Department is 
responsible for scheduling all components of the testing process. The consultant hired by the HR 
Department will be responsible for working with the subject matter experts to establish the 
evaluation criteria for the promotional examination. The HR Department or their consultant will 
administer all testing components for the promotional process. 


B. When the Police Chief decides to fill a vacancy, he or she is responsible for requesting a list of 
eligible candidates for each vacancy from the Commission. 


C. Candidates will be required to attend a mandatory orientation session, provided by the HR 
Department and/or the vendor, if they plan to participate in the promotional process. Candidates 
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are responsible for adhering to instructions or directions that are provided when participating in 
any and all parts of the promotional process including the selection process to fill a vacancy. 


D. Candidates are responsible for providing all required documentation to show they meet the 
minimum requirements of the position. 


Il. PROCEDURES: 


A. Eligibility Criteria 


1. Application Process 


a. 


In order to participate in the selection process candidates must meet the criteria set forth 
in this policy. All requirements for eligibility criteria must be met in accordance with the 
promotional guidelines. 


Eligibility to participate in the promotional process shall be based on, and in accordance 
with, Rules 22, 23 and 24 of the City of Portsmouth’s Rules and Policies of the Civil 
Service Commission. 


The HR Department will post and distribute written information regarding the testing 
date(s) and eligibility requirements for officers wishing to participate in the competitive 
promotional examination process. Announcements for the promotional process for each 
position will be posted by the HR Department. 


Candidates interested in applying for the position must follow directions as outlined in 
the respective promotional announcement. Each candidate is responsible for providing 
any required documentation as outlined in the respective promotional announcement 
prior to the application deadline date. 


2. Removal Process 


a. 


Any candidate may request that the Commission remove his or her name from the 
eligibility list. To be effective, such a request shall be in writing, directed to the 
Commission, certify that the request is voluntary, and that the candidate understands that 
upon acceptance and approval of the request he or she will under no circumstances be 
eligible to have his or her name again placed on the eligibility list until he or she 
completes a subsequent promotional examination. 


Any eligible candidate who does not complete the promotional process may reapply the 
next time the test is administered. 


3. Promotional Process 


a. The promotional process may consist of the following components: 


1. Job related promotional multiple-choice written examination. Sergeant and 
Lieutenant candidates must take the written exam in order to move forward to the 
performance-based assessment. 
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2. Performance-based exercises using trained assessors. 
3. Professional History/Dimension Evaluation. 
4. Interview with the Chief of Police. 


b. Study materials that will be used for the written exam will be announced prior to the 
exam administration date. 


c. Job Related Multiple Choice Written Examination: Sergeant and Lieutenant candidates 
will be required to take a job related promotional examination. Candidates will have the 
opportunity to receive exam results at the end of the examination and appeal test items 
based on the appeal procedures. 


d. Performance-Based Exercise: All candidates will participate in an assessment process 
that will consist of various exercises affording the candidates the opportunity to 
demonstrate knowledge, skills and abilities or dimensions of the position. Dimensions 
assessed will be supported by the job analysis. 


e. Professional History/Dimension Evaluation: The Professional History/Dimension rating 
will be conducted on each candidate by internal raters of the rank being tested or higher. 


f. | Interview with the Chief of Police: During the effective period of the eligibility list, the 
Chief of Police will have the sole discretion to select candidates for promotion to fill 
vacancies under the “Rule of Five.” Under this rule, the top five candidates will be 
considered for a single vacancy, and will be considered equal. If there are two vacancies, 
the top six candidates, four more than the number of vacancies, will be considered. If 
there are three vacancies, the top seven candidates will be considered, and so on. 


g. The Chief of Police will interview the top candidates using the “Rule of Five” based on 
their cumulative scores of each component of the promotional process. 


h. The Chief of Police will review and take into consideration eligible candidate’s personnel 
and disciplinary files when making promotion decisions. 


i. When the Chief of Police decides to promote to fill a vacancy, he/she will request a list of 
eligible candidates for each vacancy from the Civil Service Commission via the HR 
Department. The Police Chief is not obligated to fill vacancies as they occur within the 
Department. 


j- The Police Chief will ensure that all candidates that become eligible for a vacancy are 
interviewed at least once by the Chief of Police until the list is exhausted. If it has been six 
months or greater since a candidate was interviewed, they may be interviewed again, if 
deemed necessary by the Chief. 


k. The Police Chief will submit his or her recommendations for promotion to the City 
Manager for approval via the HR Department. Once the Police Chief has been notified by 
the HR Department that the recommendation has been approved, he/she may notify the 
candidate(s) of their promotion. 
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l. Candidates must participate in all components of the process to be considered for 
promotion. 


IV. Assessment Scoring 


A. As listed below, each component of the promotional process has a maximum number of points 
that a candidate can receive. The points are then added together to get a final score. 


B. Candidates will be ranked in order, highest to lowest, by a cumulative score. 


Sergeant Lieutenant Captain 

Component Maximum Maximum Points Maximum Points 
Points 

Written Exam 30 25 Sa 

Performance-based 50 50 60 

Assessment 

Professional History 20 25 40 

Seniority Points 5 5 5 

Total 105 105 105 


* The Chief of Police will conduct interviews of eligible candidates prior to selection for promotion. 
V. Seniority Points 
Seniority Points will be added to the overall score. Candidates may earn up to 5 seniority points - 
1/2 point per year up to 10 years of post-probationary, uninterrupted service as a Portsmouth Police 
Officer. 
V. Review and Appeal Procedures 
Any candidate may review and appeal his/her scores in accordance with the City of Portsmouth ’s 
Rules and Policies of the Civil Service Commission by contacting the City HR Department. A 
challenge process for the written exam, the performance-based exercises, and the Professional 
History/Dimension Evaluation will be available for each phase of the process. 


VI. Lateral Entry 


There are no provisions for lateral entry in the City of Portsmouth’s Rules and Policies of the Civil 
Service Commission. 


VIL Security of Promotional Materials 


The City’s HR Department is responsible for the security of all promotional materials, while the 
Chief of Police is responsible for internal process security. 


APPROVED: ee Crop —> 


Tonya D. Chapman 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Line of Duty Deaths ADM | 19 
Effective: 07.06.94 | REPRINT OF 23-5 5 pages 


POLIC Supersedes: | NA 
APPROVED: Dennis A Mook, Chief of Police 


PURPOSE: To establish guidelines for steps to be taken in the event of an officer death in the line of duty. 


POLICY: The Portsmouth Police Department will assist the immediate survivors of an officer who dies in the line 
of duty by providing emotional support, as well as a comprehensive study of benefits available to qualified 


survivors. 
DEFINITIONS: 
1. Line of Duty Death includes any action, felonious or accidental, which claims the life of a police officer 


while performing a police function, either on or off duty. 


2. Survivors include immediate family members of the deceased officer, including spouse, children, parents, 
siblings, fiancé’, or significant other. 


PROCEDURES: 


1. Death Notification: Thisg procedure will be followed in cases of critically injured officers with poor 
prognosis of survivability, or in obvious line of duty death. 


A. Police radio transmissions are routinely scanned by the public and the news media. Radio traffic 
will be subject to extensive monitoring in the event of a death on-duty. Accordingly, 
communications regarding death notifications should be restricted to a secure telephone 
whenever possible. The name of the deceased officer must NEVER be released to the media 
before immediate survivors living in the region are notified. If the news media already has the 
officer's name, they should be urged to withhold this information, pending notification of next of 
kin. 


B. Timeliness takes precedence over protocol. Upon death confirmation, the senior ranking officer 
on the scene will ensure that timely notification is made to the surviving family, shortly after or 
concurent with command notifications. 


D. If practical, the Chief of Police will designate a ranking on duty officer as the Notification Officer. 
The Chief may assign at least one other officer, preferably the Police Chaplain to accompany the 
notification officer. If the Chief of Police or the appropriate Bureau Commander is not 
immediately available to designate a Notification Officer, the senior ranking officer will make such 


® designation. 


2. Duties of the Notification Officer. The Notification Officer should: 


A. Initiate a log of all notifications, which will be submitted to the Chief's Office once all relevant 
parties have been contacted. 


B. Be aware that the family will suspect that something is wrong as soon as they see such officer. 
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D. 

E. Use the word “died” if the officer has already died, rather than euphemisms such as ‘gone away” 
or “passed away”, which may spark a false sense of hope. 

F. Acknowledge that displaying emotions is understandable if the notifying officer him/herself is 


seriously affected by the death. 


l St 


H. Obtain names, phone numbers, and addresses of immediate relatives who live outside the 
Hampton Roads area. The information will be given to a Records Unit clerk for transmission to 
the law enforcement agency in the appropriate jurisdiction requesting a personal death 
notification. 


l. Immediately follow up the teletype or fax message with a personal phone call to the jurisdiction to 
confirm receipt of the request. Attempt to obtain the name, rank and phone number of the person 
who will serve as contact for additional information and verification that the relatives have been 
notified. 


Coordinate the arrival of immediate survivors, police officials, the press, and others. 


i CESS 
The immediate survivors, the Chief of Police, the Notification Officer, and others ONLY as 
requested by the immediate survivors. 


2) Fellow police officers and friends. 
3) Any members of the news media (Press staging area) 

C. Request the medical personnel relate information on the officer's condition to the family FIRST. 

D. Notify the appropriate hospital personnel that all billing of medical services shall be forwarded 
directly to the City of Portsmouth. The family should NOT receive any of these bills at their 
residence. 

E. Verify that proper billing takes place by calling the hospital at a later time, preferably during 


business hours. 


| eee 


G. Arrange transportation for the immediate survivors from the hospital back to their residence. 


H. Coordinate with medical personnel, if hospital policy allows, the possibility for the family to visit a 
critically injured officer prior to death. Such visit should be afforded without haste. Medical 
personnel should make the family aware of hospital policies about visiting a trauma patient or 
visitation with the remains. Medical personnel should also explain why an autopsy is required. 
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4. Family Support at the Hospital: When dealing with immediate survivors, individuals present at this 
hospital should: 


A. NOT be overly protective of the family. Share specific information on how the officer met his/her 
demise. Allow the family time with the deceased officer. 

B. NOT make idle promises to the family, such as “We'll retire his/her badge,” etc. 

C. NOT suggest that a survivor be sedated unless medication is requested by that survivor. 

D. Acknowledge that displaying raw emotions is understandable. 

5. Family Support During the Wake and Funeral 

A. Within 24 hours of death, the Chief of Policy will designate a Department Liaison Officer, a 
Funeral Liaison Officer, a Benefits Coordinator, and a Family Support Advocate. These 
designations will be communicated by the Chief to the Surviving family, and will be announced to 
the department in writing. All referrals will be made according to the areas of responsibility. 
Individuals appointed to these positions should recognize that the needs and decisions of the 
family supersede the wishes of any agencies involved. 

B. The Chief of Police will make appropriate referrals under the Employee Assistance Program 
(EAP) for Critical Incident Stress Debriefing (CISD) for officers close to the incident and referrals 
for the surviving family if they wish. 

C. The Emergency Operations Center (EOC) and Operations Support Center (OSC) may require 
additional personnel to answer oncoming telephone calls. Personnel assigned to handle calls 
should make referrals to the appropriate liaison. 

6. Department Liaison: This position should be filled by a Division Commander in order to expedite the use 


of all Department resources and the delegation of tasks. The Department liaison Officer should: 


A. 


Work closely with the Funeral Liaison Officer to ensure the needs and requests of the family are 
fulfilled regarding funnel arrangements. 


Direct funeral activities of the Department and visiting police departments, according to the 
wishes of the family. 


Relay all available information to the surviving family members concerning the circumstances of 
the death and any continuing investigation. Police departments traditionally guard this type of 
information closely, particularly in sensitive homicide cases. The Department Liaison Officer 
should coordinate with investigating officers and prosecutors to ensure that the family receives as 
much information as is allowable during the first few days. Being “kept in the dark” is a common 
complaint of surviving families. 


Remain in contact and available for the surviving family throughout the first 90 days and longer if 
necessary. The Chief of Police will furnish the Department Liaison a pager, which the surviving 
family may use to contact the Department Liaison Officer. 


Assist the out-of-town survivors with travel and lodging arrangements, if necessary. 


Provide the family with a comprehensive list of churches and reception halls with adequate 
seating capacity. The information should be provided to the family as soon as practical for them 
to make a decision. 


Provide assistance with media relation. If the family chooses, they may accept an interview. The 
Department liaison should be present to “screen” all questions to ensure that they do not 
jeopardize upcoming legal proceedings. If necessary, the Department Liaison should coordinate 
dissemination of information with the Public Information Officer, of the Department. 
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H. Suggest that for the first week, an officer, a family member, or a close friend be placed in charge 
of telephone calls made to the family home from the public, media, or friends, and to intercept 
possible crank calls. 


J. Provide information about upcoming court dates to the family and the Family Support Advocate. 


K. Provide a comprehensive report to the Chief of Police after the first 90 days and at the first 
anniversary of death detailing department efforts, benefits applications files, benefits received or 
pending, follow up visits and contacts with the family, and any suggestions for further contact or 
assistance, as well as suggestions for policy improvements. 


7. Funeral Liaison Officer: This designation may be assumed by a non-ranking officer. The Funeral Liaison 
Officer will work closely with the Department Liaison Officer. This is NOT a decision making position. 
Rather, the Funeral Liaison Officer will act as a facilitator between the family and the Department during 
the wake and funeral. The Funeral Liaison Officer should know the family personally, but not be so 
emotionally involved with the loss that he/she would be ineffective. Additionally, the Funeral Liaison 
Officer should: 


A. Brief the family on law enforcement funeral procedures (i.e. 21-gun salute, presentation of the 
flag, playing of taps, etc.) 


B. Be available to the family throughout the wake and funeral. 


C. Coordinate all official law enforcement notifications and arrangements for the funeral (i.e. 
scheduling of the honor Guard, securing pallbearers, providing traffic control, notifying City 
employees, establish a meeting point for visiting officials, meal logistics, etc.) 


D. Meet with the family and funeral director regarding funeral arrangements. It is very likely that the 
family will determine all aspects of the funeral, and their decisions should be respected. An 
unusual request should be cleared with the Department Liaison Officer. 


8. Benefits Coordinator: The Personnel & Training Division Commander will act as Benefits Coordinator, 
and will work with the surviving family members and the family attorney in order to expedite the 
processing of all necessary paperwork. The Benefits Coordinator should: 


A. File Worker's Compensation claims and related paperwork. 


B. Gather information on all benefits and funeral payments available to the family, including the 
Public Safety Officers’ Benefits Act provided by the Justice Department. 


C. Handle inquiries regarding the establishment of any special trust funds or educational funds, and 
assist the family in setting up these accounts at the bank of their choice. 


D. Make sure that there is a clear understanding of the difference between benefits (payments made 
to the family to ease financial duress), and funeral payments (funds specifically earmarked for 
funeral expenses). 


E. Prepare a list of the benefits and funeral payments due to the family, including named 


beneficiaries, names and phone numbers of individuals of various benefits offices, and 
timeframes for receipt of benefits. 
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F. File all benefit-related paperwork and following through with the family to ensure that these 
benefits are being received. Private Consultants or attorneys should NOT be used for this 
purpose if they intend to bill the family for such services. 


G. Visit the surviving family and their attorney, if applicable within a few days following the funeral to 
present them the list of benefits and payments available. The guardian of surviving child(ren) 
from previous marriage(s) should also receive a list of benefits available to the child(ren). 


H. Pay special attention to possible problems with the revocation of health benefits. Insurance plans 
normally give survivors a 30-day grace period to assume coverage payments before health 
benefits are canceled. 


l. Notify the surviving family of the role of police organizations such as COPS, Inc. who make their 
attorneys and financial staff available for legal and financial counseling. These advisors should 
NOT be affiliated with the City of Portsmouth government. They should work as avid advocates 
for the family’s interest. 


J. Submit a written report to the Department Liaison Officer after 90 days and on the first 
anniversary of death, indicating what benefits were received, paid and are still outstanding, as 
well as any other information pertinent to the family’s requests. 


9. Family Support Advocate: The Family Support Advocate will act as a long-term liaison with the surviving 
family. This officer should be a member of the Critical Incident Stress Debriefing (CISD) team, should 
have experience dealing with victims and witnesses, and this officer should NOT be a principal witness in 
the criminal trial. Additionally, the Family Support Advocate should: 


A. Act as liaison with the family in those cases where the victim officer died by hostile action, by 
supplying the appropriate court dates and pertinent information. 


B. Assist outside peer support groups. 
C. Ensure that the surviving family does not feel totally isolated from the Department. 
D. Encourage others to visit or help with the needs of the surviving family. Specific attention should 


be paid to ensure that no idle promises are made. 


E: Recognize that there is not time limit as to when the family should “recover” from the death of the 
officer. The grief process is understandably complicated and has not timetable. 


F. Strive to assure that survivors continue to feel part of the “police family” by calling them at least 
once a month during the first year. The needs of the survivors usually dictate the frequency of 
contact. Contact is especially important during holidays. 


G. Ensure that the anniversary of the officer's death is officially observed by sending a note to the 
family, sending flowers to the grave and so forth. 


H. Ensure that the Police Department, through the Chief of Police or designee, will work with 
community groups, government leaders, and others toward the establishment of any appropriate 
memorial, and the issue of plaques or memorabilia. 


l. Ensure that the surviving family continues to receive support and invitations from the Chief of 
Police to appropriate Police Department functions and social activities. 
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Portsmouth, Virginia Police Department 


General Orders Manual 
Polygraph Examinations ADM | 20 
Effective: 04.11.12 3 pages 
Supersedes: | 07.01.07 | CALEA: 32.2.4, 32.2.5, 32.2.6 


APPROVED: Edward G. Hargis 


PURPOSE: To establish guidelines for conducting polygraph examinations by the Portsmouth Police 
Department. 


POLICY: Polygraph examiners who are members of the Portsmouth Police Department, or who are 
engaged by this department, will comply with the ethical practices of their profession, the department 
policies, and the laws and procedures established by the Commonwealth of Virginia and the Portsmouth 
Circuit Court. Examiners will be graduates of a proper institution of polygraph instruction, and must 
hold a current license issued by the Virginia Department of Professional and Occupational Regulation. 

(32.2.5) 
PROCEDURES: 


I. General 


A. It is desirable that a polygraph examination be given when the person being questioned is fully 
rested. Whenever possible the examination should not be conducted following an extensive 
period of interrogation or questioning. 


B. Submission to a polygraph examination must be a voluntary action with the exception of 
department employees formally directed to take an examination as part of an internal 
investigation. In all other cases, polygraph examinations will not be administered without the 
subject’s written approval, waiver or other instrument as required by law. 


C. Approval must be obtained from the Chief of Police prior to any citizen or employee undergoing 
a polygraph examination pursuant to an internal investigation, unless such examination is 
voluntary. 


D. The examiner is responsible for maintaining a complete record of all examinations for a period 
of one year. If an independent examiner who is not an employee of the Portsmouth Police 
Department conducts the examination, the department will also maintain a copy of the complete 
record for a period of one year. 


II. Conducting Polygraph Examinations 


A. The examiner will independently interpret the chart tracings and render an opinion on findings 
that includes, but is not limited to, one of the following conclusions: 


1. No deception indicated (no significant response). 


2. Deception indicated (significant response). 
3. Inconclusive. 
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HI. 


IV. 


B. The polygraph examiner will determine if a second polygraph examination is necessary and 
appropriate. 


Pre-employment Polygraph Examinations 


A. Pre-employment polygraph examinations will be given to Police Department applicants (sworn, 
non-sworn, and auxiliary). 


B. Polygraph examinations address a variety of issues in the person’s history. The results of these 
examinations are confidential and will only be released to those persons involved in the 
employment process, or to the examinee upon request. The candidate will be provided a list of 
areas/issues from which the polygraph questions will be drawn prior to the examination. (32.2.4) 


C. An applicant may not be denied employment based solely on the results of the polygraph 
examination. (32.2.6) 


Citizens Involved in a Criminal or Internal Investigation 


A. The case investigator will contact one of the polygraph examiners and request a date and time for 
an examination. Examinations may be conducted at any time, however the examiner and the 
investigator will agree upon the best time on the basis of information available to them. 


B. The investigator will make him or herself available at least one hour before the examination so as 
to brief the examiner on the case. 


C. The examinee must sign a waiver of liability before an examination will be given. In the event 
that the examinee is a juvenile, the parent or legal guardian must be present and sign the waiver. 


D. A written report will be submitted to the appropriate Administrative or Criminal Investigator 
upon request. In criminal investigations the examiner’s report is confidential. The results of the 


polygraph examination will not be released to the complainant or other persons. 


. Police Department personnel (sworn and non-sworn) 


A. Polygraph examinations will be administered to members of the Portsmouth Police Department 
only upon order of the Chief of Police or his/her designee. However, any member of the 
department who is the subject or is part of an investigation, may voluntarily request in writing 
through his/her chain of command, to take a polygraph examination. 


B. When the only substantiation of an accusation is the complainant’s testimony, the complainant 
will be examined before the accused member is examined. 


C. Under no circumstances will the results of the polygraph examination be used as the sole basis 
for disciplinary action. 


D. The relevant questions asked on a polygraph examination will cover subject matter directly 
pertinent to the investigation. 
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E. Refusal to submit to a polygraph examination on an administrative matter, upon order from the 
Chief of Police or designee, is grounds for disciplinary action. 


Approved: 


Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Personnel Records and Transactions ADM| 21 
Effective: 04.13.12 2 pages 
Supersedes: | 04.15.93 CALEA: NA 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for the maintenance and administration of individual personnel 
records. 


POLICY: The Police Personnel Unit maintains the individual personnel records of all sworn and 
civilian personnel according to security and confidentiality guidelines established and enforced by the 
Administrative Services Unit Lieutenant. Official personnel files are housed in City Human Resources. 


PROCEDURES: 
I. Individual personnel records are maintained in accordance with the following guidelines: 


A. All employees will have an individual personnel record consisting of basic biographic 
information, personnel transactions, disciplinary information, medical information and 
professional achievements. Other information, such as general correspondence, memos and 
related material will be filed in chronological order. 


B. Update of personal information. All employees must provide the Police Fiscal/Personnel Unit 
with their home phone number and primary cellular number, home address, and emergency 
contact information for inclusion in their personnel record. This information must be kept 
current. Employee information and updates will be entered into the PISTOL employee module 
by the Administrative Coordinator II assigned to Police Personnel or their designee ONLY. 
This information will be updated with City Human Resources by the Police Fiscal/Personnel 
Unit as necessary. Administrative Personnel assigned to the Chief’s office will enter part-time 
employment data on Tab 3 (other). 


C. Employees may review their own personnel records upon request. Supervisors may review the 
individual records of employees under their command for official purposes only. All inspections 
or removal of personnel records will be approved by the Administrative Services Unit Lieutenant 
or their designee and logged for accountability purposes. 


D. Any employee who disagrees with the inclusion of any material in his/her record, or who wishes 
to have any additional information included with his/her record may contest/request such action 
in writing to the Administrative Services Unit Lieutenant. If the request cannot be 
accommodated, the Lieutenant will forward it through the chain of command to the Chief of 
Police for consideration. 


E. Upon termination of employment, the individual's file will be removed and placed in an inactive 


file for a period of seven years, at which time the record will be destroyed by burning or 
shredding. 


ADM-21 Personnel Records and Transactions (04.13.12) Page 1 of 2 


F. Basic contact information will be kept available in the Operations Support Center. Such basic 
information may only be released to other Department employees. A detailed contact list will be 
provided to department supervisors only. Outside inquiries for employee contact information will 
be relayed to the employee by the call-taker, either by written or verbal message depending on 
the urgency of the call. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Firing Range and Firearms Qualifications ADM | 22 
Effective: 03.05.12 5 pages 
Supersedes: | 04.26.11 CALEA: 1.3.11, 33.1.2, 33.1.5 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To provide for the personal protection and safety of all persons participating in department 
sanctioned training. To establish rules and guidelines concerning the use of firing ranges by the 
Portsmouth Police Department and set minimum firearms qualification criteria for Portsmouth Police 
Department employees. 


GUIDELINES: It is the Range Master and qualified firearms instructors duty to train department 
personnel in firearms safety procedures, firearms proficiency, departmental policy regarding firearms 
use, departmental qualifications and to coordinate all outside activities regarding firearms and firearms 
training. (1.3.11(a)) 


PROCEDURES: The following govern firearms training and qualifications for the Portsmouth Police 
Department. 


I. Firearms Training 


A. In order to maintain standardization and to facilitate documentation of firearms training within 
the agency, all units will submit lesson plans to the Training Unit Commander for review and 
approval, prior to conducting training. 


B. Lesson plans will include goals and objectives and, where applicable, medical emergency 
contingency plans that include the location of medical kit(s) and specific safety procedures. 
Lesson plan cover sheets, available from the Training Unit, will accompany all lesson plans. 


C. Officers are encouraged to submit all lesson plans for available DCJS in-service credit. If 
seeking DCJS credit, the instructor must submit their lesson plan at least 60 days prior to the 
proposed training date. If the instructor does not submit the training for DCJS credit, he/she 
must submit the lesson plan at least 7 days in advance of the proposed training date. 


D. Spontaneous unit training such as line-up type training is exempt from the above-listed 
requirements. 


E. Any instructor wishing to use a course of fire other than as DCJS required, must submit it to the 
Range Master for approval prior to introducing it to shooters. 


F. The Range Master will maintain all original firearms score sheets, lesson plans, descriptive 
information, service/maintenance and issuance records. The Range Master will enter records 
into the firearms database which is maintained off-site on the City’s computer system and is 
backed up on a regular basis. 
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IL. Firearms Range Rules 
A. A qualified firearms instructor will conduct all department-sanctioned training. (1.3.11(a)) 
B. All weapons will remain holstered upon arrival at the firing range. Only the Range Master or 


a firearms instructor has the authority to direct a weapon to be removed from the holster. 
YOU SHOULD CONSIDER EVERY WEAPON ON THE RANGE AS LOADED. 


C. Weapons will be pointed down range at all times. NEVER POINT A WEAPON AT 
ANYONE; THIS INCLUDES YOURSELF. 


D. Officers will do all loading and unloading on the firing line or in an approved barrel. 


E. No horseplay will be tolerated in any firing range areas. 


T 


No smoking, food, or beverages are allowed on the firing line at any time. 


All individuals on the firing line will wear eye and ear protection at all times. 


om 


Officers will not handle any weapon if anyone is in front of the firing line. 


_ 


Never step forward of the firing line without first obtaining permission from the firearms 
instructor. 


J. Keep the trigger finger outside the trigger guard and on the frame of the weapon until 
engaging the target. 


K. Upon encountering any mechanical failures, the shooter should keep the weapon pointed 
downrange and attempt to correct the problem him or her self. If the shooter is unable to 
correct the problem he or she should then raise their non-weapon hand and await assistance 
from a firearms instructor. 


L. ANY VIOLATIONS OF THE ABOVE RULES MAY RESULT IN REMOVAL FROM 
THE RANGE AND CORRECTIVE ACTION. 


III. | Use of Marking Cartridges, Training Weapons and Red/Blue Guns 
A. Marking cartridges are non-toxic, reduced range, environmentally friendly training 
ammunition, designed to enhance the realism of firearms training exercises. Safety 
precautions must be strictly adhered to in order to ensure the safety of all participants. 
B. Eye protection alone is not acceptable for training exercises utilizing marking cartridges. 
C. During training utilizing marking cartridges, all officers, participants and instructors must use 


full safety equipment, including the department-approved helmet with full eye and neck 
protection issued by the Training Unit, and some form of groin protection. 
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D. The Police Training Unit maintains and issues specialized weapons and safety equipment for 
Department training while utilizing marking cartridges. Each officer, participant and 
instructor is responsible for providing his or her own personal form of groin protection. 


E. Any firearm capable of chambering a live round of ammunition is not permitted in or around 
any simulation-based training, to include marking cartridge training exercises. 


F. The lead instructor will designate a safety officer to oversee the general safety of the training. 


G. Access to the designated training area is restricted and closely controlled to ensure that “real” 
weapons and/or ammunition are not introduced into the training environment. The 
designated safety officer(s) will check all persons prior to entering the training environment. 


H. Red/blue guns, solid plastic training weapons, are available from the training unit for 
simulation training exercises that do not require the use of marking cartridges. 


IV. Firearms Instructors 


A. Only those persons who have completed a Department of Criminal Justice Services or other 
PPD approved, certified firearms instructor’s course will be approved to supervise the use of 
the firing range. (1.3.11(a)) 


B. The firearms instructor is responsible for the actions of those people using the firing range. 


C. The firearms instructor is responsible for ensuring that those using the firing range are aware 
of the safety rules, shooting techniques and departmental policies regarding firearms use. 


D. The firearms instructor is responsible for reporting all injuries, damage and/or equipment 
malfunctions on the firing range to the Training Unit Commander or Range Master. 


E. The firearms instructor is responsible for assuring that all original paperwork and 
documentation is completed and submitted to the Range Master the next business day 
following the training event. 


F. Workspace hazard assessments and biological monitoring of employees shall be conducted 
on in accordance with O.S.H.A. regulation 29 CFR 1910.1025. 


G. All employees with the potential for exposure to airborne lead shall be provided a copy of 
Appendices A and B of 29 CFR 1910.1025. 


H. The firearms instructor is responsible for maintaining a clean and orderly firing range. 
Prior to securing the firing range, the firearms instructor will ensure that the facility is 
clean, secure and in good order as dictated by the rules of the range facility in use. 


I. ANY DEVIATION FROM OR FAILURE TO COMPLY WITH THESE RULES AND 
RESPONSIBILITIES MAY RESULT IN DISCIPLINARY ACTION. 


ADM-22 Firing Range and Firearms Qualifications (03.05.12) Page 3 of 5 


V. DEPARTMENTAL QUALIFICATIONS 


A. All employees required to carry a weapon must qualify a minimum of twice per calendar 
year with their primary issued duty weapon. The semi-annual qualification will be from 
January 1 to June 30 of that calendar year, and from July 1 to December 31 of that calendar 
year. All employees must score 70% at a minimum on the approved qualifications course. 
The Chief of Police will determine the qualification standards, which will meet or exceed the 
standards set forth by DCJS. Officers achieve qualifications alternately through in-service, 
departmental qualifications or as a supervisor may require. All qualifications will be 
documented (1.3.11(b)) 


B. Officers are required to qualify with all other issued or authorized weapons at a minimum of 
once per calendar year, adhering to the above standards. 


C. Officers are encouraged to practice frequently with their department-issued and/or 
department-approved firearms. Scheduled range dates are announced as they are available. 
Though practice courses of fire may be scored, they do not constitute “official” qualification 
courses, therefore the scores do not impact an officer’s DCJS certification status or official 
departmental qualifying score. Any course of fire deemed “practice” must be clearly 
communicated between the shooter and the Range Master prior to the shooter approaching 
the firing line. 


D. Officers who fail to appear on their scheduled range date without prior supervisory approval 
and communication with the Training Unit, are considered as having failed to carry out a job 
assignment. (33.1.2) 


E. Those who attempt to officially qualify, either for their required semi-annual re-qualification 
or as required for acceptance into a specialized unit, and who do not meet or exceed 
minimum scoring qualifications, are subject to the following (1.3.11(c), 33.1.5) 


1. The Range Officer will immediately notify the Range Master and the employee will turn 
over the firearm with which they failed to qualify to the Range Master. He/she will 
secure the weapon and notify the officer’s immediate supervisor and the Training Unit 
Sergeant. 


2. The employee will be temporarily reassigned to the Training Unit, effective immediately, 
and report to the Range Master or designated firearms instructor as directed by the 
Training Unit. The employee will be on administrative duty for five business days and 
receive training with their issued firearm until they qualify. On the fifth day of remedial 
training the Range Master will take the employee to a firing range to qualify. If a range is 
not available on the fifth day, the Range Master will schedule the earliest possible range 
date for the employee. 


3. Once the employee initially qualifies during remedial training, he or she must qualify 
once more at the next regularly scheduled range date. 


4. Should the employee still fail to qualify after the five day period (or shortly thereafter as 
range availability dictates), the Training Unit will forward all documentation to the Chief 


of Police for review and recommendation. 
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5. Those officers identified as remedial shooters will be required to shoot on an approved 
firing range a minimum of once every two months per the Training Unit’s Firearms 
Remediation Program. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Disciplinary Review Board ADM| 23 
Effective: 05.28.12 2 pages 
Supersedes: | 07.01.78 CALEA: 26.1.6 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: The purpose of this order is to establish a policy and procedure for the Disciplinary 
Review Board in accordance with the Code of Virginia § 9.1-504. (26.1.6) 


POLICY: The Disciplinary Review Board will make recommendations to the Chief of Police 
regarding the discipline of police officers accused of violating departmental rules and regulations. Such 
recommendations are advisory only, but shall be accorded significant weight. 


PROCEDURES: 


I. 


II. 


HMI. 


IV. 


If the investigation of an officer results in the opinion that a charge is founded and may result in 
dismissal, demotion, transfer or suspension, the Chief of Police shall provide the officer a 
statement, in writing, of the charges. This statement shall include the basis for the charges and the 
action which may be taken. The officer may request a hearing before the Disciplinary Review 
Board following his or her receipt of such notice, and such hearing will be held not later than 
fourteen calendar days following the date of request, unless a later date is agreed to by the officer. 
Both the Portsmouth Police Department and the police officer shall be given ample opportunity to 
present evidence and argument with respect to the issues involved and shall be afforded the 
opportunity to examine and cross-examine witnesses. 


The Disciplinary Review Board conducting the hearing shall give effect to the rules of privilege 
recognized by law, and may exclude incompetent, irrelevant, immaterial and unduly repetitious 
evidence. All records and documents which any party desires to use shall be offered and made part 
of the record. Documentary evidence may be received in the form of copies or excerpts or by 
incorporation by reference. 


A panel consisting of one member from within the Department selected by the officer, one member 
from within the Department of equal rank of the officer but no more than two ranks above 
appointed by the Chief of Police who shall act as chairperson, and the third member from within 
the Department selected by the other two members shall conduct the hearing. In the event that the 
two members cannot agree upon the selection of the third member, the Chief Judge of the Circuit 
Court of the City of Portsmouth shall choose the third member. 


All proceedings, including when the chairperson calls the Board to order, will be recorded and a 
permanent file maintained. The panel conducting the hearing shall rule on the admissibility of the 
evidence. 


The panel members will have up to forty-eight hours to render a written decision indicating their 
recommendations and the reasons therefore and shall transmit it promptly to the officer and the 
Chief of Police. The findings shall consist of a concise statement upon each issue in the case. 
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VI. 


VII. 


The Chief of Police, upon review of the recommendations, will make his or her decision and 
submit a written recommendation to the City Manager which will include the panel’s written 
recommendation. A copy of the Chief of Police’s recommendation shall be transmitted promptly 
to the officer. 


The officer may choose any other Portsmouth police officer to sit in at the hearing to protect the 
officer’s rights; however, the officer shall not be represented by counsel at the Disciplinary Review 
Board since he or she afforded the opportunity to be represented by counsel at the subsequent de 
novo hearing of the Civil Service Commission. 


VIII. The officer may only question witnesses called before the Board to testify after they have 


IX. 


XI. 


XII. 


completed their statements. The officer may interrupt for the sole purpose of clarifying a point. 
Both the board members and the officer have the right to examine and cross-examine witnesses. 


Only the panel board members, the officer and his or her designee, one testifying witness and any 
administrative support personnel, court reporter etc., chosen by the panel board members will be 
present in the room at any one time. 


The officer shall be given an equal opportunity to state his or her complete case without 
interruption; the panel board members may interrupt for the sole purpose of clarifying a point. 


The officer shall be given time to allow for such personal necessities and rest periods as are 
reasonably necessary. 


The policy and procedures provided above are applicable only to non-probationary sworn 
employees of the Portsmouth Police Department who are authorized by law to make arrests. 


XIII. Nothing in this policy shall prevent the immediate suspension with or without pay of any officer, 


whose continued presence on the job is deemed to be a substantial and immediate threat to the 
welfare of the Portsmouth Police Department or the public, nor shall anything in this policy prevent 
the suspension of a law enforcement officer for refusing to obey a direct order issued in 
conformance with the written disseminated policies and procedures of the Portsmouth Police 
Department. In such a case, the officer shall, upon written request filed with the Chief of Police 
within five days from the date of the immediate suspension, be afforded the rights provided for 
under this policy with the hearing procedure being commenced within fourteen calendar days 
following the date of request unless a later date is agreed to by the officer. 


XIV. Nothing in this policy shall be construed to prohibit the informal counseling of an officer by a 


supervisor in reference to a minor infraction of policy or procedure, which does not result in 
disciplinary action being taken against the officer. 


APPROVED: 
Edward G. is, Chief of Police 
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APPROVED: E. Ronald Boone, Chief of Police 


PURPOSE: The purpose of this order is to establish policy and procedure for performance evaluation reporting, 
recording, and controlling of police officers from initial employment through their probationary period and for 
continued employment within the department. 


POLICY: Performance evaluation of police officers through their probationary period is an important and 
beneficial procedure which serves the best interest of both the department and the probationary police officer. 


1. 


All appointees from the Civil Service list are required to serve a probationary period of twelve 
months. 


During the twelve months probationary period, two performance evaluations are required: the 
first at the completion of six months of employment, the second 120 days prior to the employee’s 
first anniversary date. 


A special evaluation may be submitted at any time. 


Performance evaluation reports shall be signed by the officer, the evaluator and the evaluator’s 
supervisor. 


Commanding Officer shall afford each officer evaluated a review of his evaluation report and shall 
discuss any unusual events or ratings given. The discussions shall be of a remedial nature and 
shall be noted on the evaluation form. 


The Assistant Chief of Administration is responsible for calling for performance evaluations as 
required, receiving completed evaluation forms. He is also charged with the establishment and 
operation of a control system which assures the timely completion of performance evaluation 
reports. 


PROCEDURES: 


1. 


2. 


Performance evaluation forms are available from Property and Evidence. 


Listed below are the evaluation forms, which are to be used for the different categories of 
employees. 


A. Management/Administrative Forms — (City Forms) Police Chief, Assistant Chief, Field 
Operations Commander, Captains. 

B. Professional Forms — (City forms) Director of Planning and Analysis, Management 
Analyst. 

C. Lieutenant/Sergeant Form (P.P.D. form No. 118) — All sergeants and lieutenants. 

D. Investigators/I.D. Investigator Forms (P.P.D. For No. 120) Criminal Investigation Division 


officers and fingerprint technician. 
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E. Patrol Officers Forms (P. P. D. Form No. 119) — Patrol officers, patrol aides, security 
guards, and animal control officers. 


F. Supervisory Personnel Forms (City Forms) — Positions of secretary, senior clerk, clerk 
stenographer, intermediate clerk typist, and clerk typist. 
3. Evaluation forms shall be completed by the employee’s immediate supervisor. 


A. More complete guidelines relative to the evaluation process are available from the Assistant Chief 
of Administrations. 


ADM-24 Performance Evaluation Reports (08.01.80) Page 2 


Portsmouth, Virginia Police Department 
Department Organization 


Additional Hours and Overtime Utilization ADM 25 
Effective: 06.30.16 3 pages 
Supersedes: 07.01.99 VALEAC: PER.03.01.f 


APPROVED: Tonya Chapman, Chief of Police 


PURPOSE: To establish policy and procedures for authorizing, reporting, and tracking additional hours 
to ensure appropriate use and management of overtime and its associated cost for non-exempt personnel. 


POLICY: All personnel are responsible for the prudent and justifiable use of overtime. The Department 
will hold supervisors accountable for the authorization and documentation of additional hours/overtime 
incurred by personnel under their command or temporary direction. 


Additional/overtime hours will be scheduled, tracked, reported, and compensated in accordance with the 
federal Fair Labor Standards Act, the Code of Virginia, City of Portsmouth Administrative Policies 
regarding Work Period and Overtime, and Police Department General Orders. Supervisors will use 
overtime when other scheduling arrangements are not possible. 


In addition to obtaining immediate supervisor approval prior to working overtime, no employee may work 
in excess of 16 hours in any 24 hour period without a Lieutenant or above’s approval. This includes court, 
overtime, part-time (both city sponsored and outside employment), and training hours. When it becomes 
apparent to an employee that he or she may surpass the maximum hours, the employee must notify their 
supervisor for guidance. If a Lieutenant or above grants approval to work beyond the maximum number of 
hours, the employee will note the reason for the overtime and the approving supervisor’s name and 
approval date on the time sheet. 

PROCEDURES 

I. Control of Overtime 


A. Generally 


1. Whenever possible, employees are expected to complete assignments, including training and 
instructing, during normal work hours. 


2. If a work assignment is scheduled, in whole or in part, outside of an employee’s normal working 
hours, the employee shall notify his or her immediate supervisor as soon as possible. The super- 
visor will make every effort to adjust the employee’s schedule to limit any overtime incurred. 


3. Overtime will be used only as a last resort when other arrangements are not possible. 


4. Supervisors should not approve overtime unless they can reasonably substantiate the need for the 
employee to work additional hours. 


B. Late Calls, Assignments, and Reports 
1. Only a supervisor can approve overtime for late calls or assignments. 
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2. Supervisors will only grant overtime if completion of the call or assignments is necessary and an 
on-duty officer cannot complete it. 


3. Officers shall inform their supervisor when they become aware a call or assignment is likely to 
incur overtime. 


4. Supervisors should direct communications dispatchers to hold low priority late calls which would 
require overtime for the oncoming shift, whenever possible. 


C. Work Performed While Off-Duty 


1. Employees may not perform work-related duties, even as a volunteer, outside of normal working 
hours without approval from a supervisor, or as directed by a training order or court subpoena. 


2. Occasionally, it becomes necessary for supervisors, department personnel, or others to contact 
off-duty personnel for brief inquiries. As a rule, department personnel will only call off-duty 
personnel where: 


a. The communication is necessary and cannot reasonably wait until the employee returns to duty. 

b. The information is not available through other sources such as records, reports, or other 
documents. 

c. The timing of the call is reasonable, given the employee’s regular work/sleep and day off 
schedule. 


3. If, while off-duty, an employee is called upon and required by a supervisor to perform actual 
work, the work time is compensable and should be reported on the time sheet. If the request is 
made by someone other than a police supervisor, and the request cannot reasonably wait until the 
employee returns to work, the employee must obtain a supervisor’s permission. The employee 
will note the approving supervisor’s name, approval date, and reason for the overtime on the time 
sheet. 


4. Non-exempt employees shall not engage in unnecessary electronic or telephonic work-related 
communications while off duty (email, texting, phone calls, etc.). Work related communications 
are compensable and shall be included on the employee’s time sheet. Employees may only 
exclude time from their time sheet if the activity has a duration of a few minutes or less. Necessity 
of any work-related communication is subject to supervisory review, and, unwarranted off-duty 
communications will result in corrective action. 

II. Overtime Assignments 
A. Approval 


1. Division Commanders may approve overtime assignments based on operational necessity. 


2. Bureau Commander approval is required if the duration of the overtime assignment is longer than 
12 hours or a total of 24 personnel-hours used. 


3. Approval of long-term overtime projects is limited to the Assistant Chief or Chief of Police. 
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4. Supervisors in charge of special event or grant assignments will coordinate payment and 
documentation matters with the Fiscal Affairs Unit. The supervisor shall notify all involved 
employees of the guidelines in advance of the assignment. 


B. Overtime Assignment or Drafting 


1. The Department may assign or draft personnel for overtime positions not filled via posting of 
announcement. 


2. Employees must inform the notifying supervisor at the time they are notified of the assignment of 
any hardships that may prevent overtime assignment. The Department may consider the following 
hardships as exceptions to overtime assignment or drafting: 


. Sick leave or family illness as defined by City Policy. 

. Interference with a Department authorized training course or course of study. 

. Conflict with a scheduled court appearance. 

. Excessive hours already worked (e.g., when an employee has already worked over 16 hours in 
a 24 hour period). 

. Interference with vacation and other scheduled time off. 

f. Other situations creating an unreasonable burden upon an employee. 


ao oy 


© 


3. An exception may not be granted, or a previously granted exception may be rescinded, during 
emergency situations, depending upon Departmental manpower requirements. 


C. Emergency Cancellation 


1. If, due to an emergency, an employee cannot work an overtime assignment he or she previously 
committed to, he or she will notify the supervisor that coordinated the overtime or the Shift 
Commander as soon as possible. “Emergency” refers to circumstances beyond an employee’s 
control, such as illness, callback to duty for other reasons, or family emergencies that require the 
employee’s presence. 


2. The Shift Commander or coordinating supervisor will fill the vacant position. 


APPROVED: Sree Cee 


Tonya D. Chapman, Chief of Police 
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APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish procedures for department personnel court attendance. 


GUIDELINES: Department members shall attend court as required. Members attending court shall 
project a professional, credible image and will follow proper courtroom etiquette, including 
organization, testimony, conduct, and adherence to standards of courtroom attire set forth in ADM-17, 
Dress Code and Grooming Standards. 


PROCEDURES: 
I. General 
A. Members will appear in the proper court(s) at the appointed time(s). 


1. Members shall arrive in time to gather evidence, case files and other necessary items prior to 
the start of court. 


2. Members must sign in and out of court in the log book located in the officer’s lounge. 


3. Prior to the scheduled start of court, members with one court obligation will wait in the 
courtroom if adequate space is available. Members with cases in multiple courts should wait in 
the officer’s lounge located on the second floor of the court complex after checking in with the 
individual courts and the Victim Witness Representative. Officers should not congregate or 
wait for their cases anywhere except the courtroom or the Officer’s lounge. 


B. Members will honor all subpoenas or court obligations. Court takes precedence over any other 
duty assignment, training, or leave time. Exceptions are as follows: 


1. The member is off on sick or injury leave, to the extent that he/she is not ambulatory (if a member 
merely has a cold and does not feel well this does not mean he or she can miss court. The 
member’s ability to function (e.g., drive) must be impaired due to the illness). Members must 
follow these notification procedures when calling in to advise of a court absence due to illness: 


a. Members shall, no later than 0830 hours on the morning of the scheduled court appearance, 
contact the Court Liaison at 393-5191 (extension 7165 from a city phone) or, after 0800 hours, 
235-4543 and clearly leave the following information on the voice recorder if he or she does 
not answer: 


1. Your name and employee number; 
2. The reason for your absence; 


3. The specific court(s) and case(s) names for which you are scheduled; 
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4. A call back number where you can be contacted; 
5. If you call in prior to working hours attempt to contact the court liaison officer when he 
or she reports in to work to ensure that he received the message. 


b. In the event that a member does wake up ill and/or late, he or she must call the Court 
Liaison as soon as possible. A late notification is better than none. 


2. The member has suffered a death in his/her immediate family. 


3. The member is involved in handling a case on the street. The member will advise his or her 
supervisor and the Dispatcher. The Dispatcher or supervisor will notify the affected court and the 
Court Liaison that the member will be late. 


C. If an officer receives a subpoena for a case during his or her excused leave it is the officer’s 
responsibility to notify the court liaison who will then notify the Commonwealth Attorney’s (CA) 
office. The CA will attempt to get a new court date. 


. Officers shall forward a copy of their subpoena to the court liaison officer. 

. The court liaison officer will notify the CA’s office or the appropriate court of the conflict. 

. The CA will notify the officer in writing if he or she is excused. 

. Only the court or the CA can excuse an officer from appearing in court. It is the officer’s 
responsibility to follow up on this request to ensure that he or she is authorized to be absent. 


AUNE 


D. Members are subject to corrective action if they are tardy or absent from court. Additionally, the 
court may impose penalties for contempt of court or failure to appear. 


1. If an employee has an unexcused court absence, the employee’s supervisor will take 
immediate corrective action. Supervisors may handle a single unexcused court absence as a 
First Group offense for unsatisfactory job performance if: 


a. The absence was unintentional and not the result of a willful disregard of court obligations; 

b. The employee has had no other unexcused court absences within the last 12 months; 

c. The unexcused absence is not associated with the employee’s failure to follow established 
policy for training/leave requests; and 

d. The employee has adequately explained to his or her supervisor how he or she will 
prevent a recurrence. 


2. Supervisors will treat all other unexcused court absences as a Second Group offense. 

E. Members will check with the Police Records Unit (PRU) daily, when on-duty, for any new 
subpoenas and shall not refuse to accept any subpoena issued to them by PRU personnel or any 
other authorized constitutional officer. Members who are off work on sick, injury, or extended 


leave, but who are ambulatory, shall call PRU weekly for subpoenas. 


F. Members with Circuit Court cases shall call the Victim/Witness Office phone recording the evening 
prior to the scheduled court case to obtain case status. 


G. Members are responsible for securing all evidence prior to attending court and shall notify the PMU 
at least two PMU business days in advance of a scheduled trial that evidence is needed (e.g., if 
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evidence is required on a Thursday, the request should be made no later than 0800 hours the 
preceding Tuesday), by either: 


1. Submitting an evidence request via the Police Intranet (preferred method); or 
2. Submitting a request via city email address to Police Evidence Request; or 
3. Making the request in person to the PMU (least preferred method). 


H. Members shall return all evidence not remanded to court custody to the PMU at the conclusion of 
their court appearances for the day. If the court retains evidence, the member shall ensure the 
appropriate Clerk of Court completes a Property & Evidence Receipt and Disposition Form (PPD 
form 142). The proper box needs to be checked if the evidence is to be retained by the PMU, 
destroyed, or released, and a prosecutor must sign the form to be returned the PMU with the 
evidence. 


I. When testifying, members shall: 


1. Be prepared with all paperwork and evidence and know the facts of the case. 

2. Avoid using police lingo, codes, and military times. 

3. Answer questions briefly and concisely, using “yes” or “no” when possible and not provide 
information not specifically requested. 

4. Present all evidence as requested in a logical and precise manner. 


J. Officers who need to subpoena victims/witnesses to General District and Juvenile & Domestic 
Relations Courts must submit subpoena request forms to the appropriate clerk’s office as soon as 
possible. Officers must complete their witness lists using the designated witness list computer 
program, and must submit the witness availability calendar with the witness list. The CA’s Office 
handles subpoenas for cases tried in Circuit Court. 


II. Requests for Court Absence 


A. Members requesting an excused court absence for the purpose of training, annual leave, military 
leave, etc., of which the officer has advance knowledge, will use the Leave Tracker program to 
request leave 60 days in advance. 


III. Appearance in Multiple Courts 


A. Members who have subpoenas to appear in more than one court during the same time period shall 
prioritize their appearance as follows: 


1. Federal Court 
2. Circuit Court 
3. General District Courts and Juvenile & Domestic Relations Court 


B. Members shall notify the affected court clerks of the conflict by submitting a Police Officer’s 
Request (PPD form 66) requesting that a case or cases be advanced or dropped on the docket so 
as facilitate appearance in all courts. Members shall also notify any CA’s involved in the affected 
cases and the Victim/Witness coordinator of the conflict. 
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C. Members are responsible for notifying all affected courts, setting an appearance schedule, and 
adjusting it as necessary. 


D. Members who have out of town court and Portsmouth court, or multiple out of town courts shall 
contact the affected CA’s office for guidance. Members will also notify the court liaison officer 
who will place the officer’s name on the court leave report. 


E. Officers appearing in court in other jurisdictions shall notify their supervisor that they will be out 
of the city. 


IV. Annual Traffic Court Date Selections 


A. Members shall pre-select court dates annually in accordance with instructions from the court 
Liaison and Technical Services Units utilizing the electronic calendar tools available for this 
purpose. 


B. The 0900 court docket (Monday, Wednesday and Thursday) is reserved for night shift and field 
training officers. 


C. The 0900 Tuesday Traffic Court docket is reserved for Virginia State Police Troopers. 


D. The 1400 Tuesday and Thursday Traffic Court dockets are reserved for Strategic Traffic Unit 
officers. 


E. The Friday Traffic Court docket is reserved for arraignments. 
V. Serving as a Witness in Special Cases 


A. Department personnel who are requested or subpoenaed, or who intend to testify as a witness in 
any trial, hearing, meeting, or deposition, other than as a prosecution witness on behalf of the City 
of Portsmouth, Commonwealth of Virginia, or other political subdivision of Virginia, which 
resulted from official law enforcement duties, will notify their supervisor in writing, with copies 
to the CA (or City Attorney if applicable) prior to testifying. This relates to testimony that could 
be detrimental to the Department, cases pending in the CA’s Office, or cases pending in the City 
Attorney’s Office. 


B. Department personnel shall not discuss the evidence in any case arising out of Departmental 
employment with attorneys, other than members of the CA’s office, or City Attomey’s office, 
except in the presence of, or with the knowledge of, their supervisor. This relates to personnel 
involved in city vehicle accidents, any action involving city equipment, or litigation involving the 
city in any manner. 


VI. Parking at the Court Complex 
A. Members shall park along Lincoln Street in the areas marked “Permit Required.” Unmarked and 


personally-owned vehicles must display a Lincoln Street Parking Permit, issued by the Parking 
Authority, and available from the Patrol Bureau Administrative Assistant. 
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B. If space is available, officers in marked vehicles may park in designated “Law Enforcement” 
spaces adjacent to Lincoln Street, in the vicinity of the CA’s Office. 


C. The parking spaces behind General District court in the parking area adjacent to Wavy Street are 
reserved for other law enforcement jurisdictions, the Virginia State Police, and contractors. 
Portsmouth Police personnel shall not park in these spaces. 


D. Police employees are personally responsible for payment of any parking fees or fines associated 
with improper parking, whether in a department-owned or personally-owned vehicle. Requests to 
“VOID” a parking ticket must be filed in accordance with OPR-31. 


APPROVED: Awe Ce, Mock 
Dennis A. Mook, Chief of Police 
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Purpose: To define the requirements, conditions, and process for the lateral transfer of sworn 
personnel to specialized units. 


Guidelines: Duty assignments available in this agency vary widely with regard to required 
skills, Knowledge and abilities, job demands, benefits and desirability, as well as the potential 
for advancement and achievement of related personal career objectives. Considering these 
and related factors, it is the policy of the Portsmouth Police Department to provide a fair and 
impartial system for the lateral transfer of personnel that will, to the degree possible, advance 
personal career goals and interests consistent with the efficient and effective use of manpower 
and delivery of police services. 


Procedures: Requests and selections for lateral transfers to specialized units will be 
conducted according to following: 


I. General: 
A. Lateral transfers shall not be used in lieu of formal established discipline processes. 


B. Vacant positions will be filled consistent with federal, state, and local equal 
employment opportunity laws and regulations. 


C. Nothing in this policy restricts the Chief from assigning or laterally transferring any 
employee to a duty assignment that is deemed to be in the best interest of the agency. 


ll. Vacancies: 


A. Division Commanders shall notify the Bureau Commander as soon as a vacancy 
occurs or is anticipated. 


B. Bureau Commanders will seek approval from the Chief to advertise for vacant 
positions within their command. 


C. Division Commanders are responsible for ensuring that relevant job qualifications, 


selection criteria, and procedures are provided to the Police Administrative 
Services/Personnel Unit prior to the vacancy announcement. 
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ill. Advertisement: 


A. The Division Commander or designee where the vacancy exists will prepare a 
vacancy announcement, which will indicate any special job requirement, skills, pre- 
testing, and the application deadline. The announcement will be posted in the 
department's Newsletter, on the bulletin board outside of the Operation Support 
Center, Police Administrative Services/Personnel Unit, and via e-mail to each sworn 
department member with a posted deadline no less than fourteen (14) days from the 
date on which the vacancy was announced. 


B. In the event a sufficient number of eligible applicants are not received, the requesting 
Division Commander has the discretion to extend the vacancy announcement for an 
additional two weeks in an attempt to increase the eligible applicant pool. Two eligible 
applicants plus one for each vacancy announced (3 for one vacancy, 4 for two, etc.) 
will be considered sufficient for a candidate pool. 


IV. Eligibility Criteria: Interested officers applying for a lateral transfer to a specialized unit 
must have at least two years of sworn experience and continuous service with the 
Portsmouth Police Department as of the deadline for the application process, and must 
not be on probation. 


V. Lateral Transfer Procedures: 


A. Officers requesting a lateral transfer to a specialized unit are responsible for 
completing and submitting a transfer package to their immediate supervisor by the 
vacancy closing date. The officer shall also submit a copy of their cover letter to the 
Police Personnel Unit by the vacancy closing date. Incomplete and/or late packages 
will not be considered. The package will contain: 


1. Acover letter, containing the applicant’s continuous service date and a brief 
summary of qualifications, goals, and other relevant information the officer wishes 
to offer for consideration. 


2. A copy of the candidate’s most recent performance evaluation (must be within the 
past twelve months). 


3. Training record printout from the Training Unit and/or the Hampton Roads Regional 
Criminal Justice Training Academy or the Virginia Department of Criminal Justice 
Services. 


4. Any other specific information that is requested in the advertisement for the 
vacancy. 


B. Lateral transfer packages should be compiled in the order listed above and stapled in 


the left top corner. No binders or covers should be used, and no additional information 
will be considered. 
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C. The officer’s supervisor will then complete and attach the Transfer Recommendation 
Form and the Chain of Command Approval Form to the front of the package prior to 
forwarding the entire package to the candidate’s next level of supervision. Each 
supervisor in the applicant’s chain of command shall make the appropriate comments 
and forward the package within two (2) working days. 


D. After chain of command Supervisor review, the candidate’s Bureau Commander will 
forward the package to the Bureau Commander where the vacancy exists for review, 
comment and recommendation. If the Bureau Commander where the vacancy exists 
does not recommend a candidate for further consideration, he or she will forward the 
package to the Chief for final review, comment and recommendation. 


VI. Assessment Process: 


A. After appropriate chain of command review, all completed packages will be forwarded 
to the Police Administrative Services/Personnel Unit Commander to verify eligibility 
criteria and to score the Transfer Recommendation Form. If an applicant is not 
recommended for further consideration, the Administrative Services Commander will 
notify the officer in writing of the reason why he/she will not be considered for the 
lateral transfer. A copy of that memo will be forwarded to the Division Commander 
where the vacancy exists. 


B. The Police Administrative Services/Personnel Unit Commander or designee will then 
send a written correspondence to the Division Commander where the vacancy exists 
advising that all packages have been received. Completed packages will be forwarded 
to the Division Commander within three (3) business days. 


C. Applicants will be required to participate in three (3) of the five (5) components listed 
below, as determined by the Division Commander where the vacancy exists. 


1. Panel interview, consisting of set questions with predetermined point values. 
2. Written/typed exercise 
3. Practical exercise 


4. Past work samples — Must be unit specific and requested at the time of 
advertisement to be included in the package. 


5. Interview with the requesting Division Commander, which will consist of set 
questions with predetermined point values. 


D. Each component of the assessment process will be scored independently, and the 
persons responsible for scoring will not have knowledge of the candidate’s scores 
from the other assessment components. The Administrative Services Commander or 
designee will review and calculate the combined total score of the components. 
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E. Depending on the assignment vacancy, additional assessment criteria may be 
required to include, but not limited to an agility test or firearms course. These 


additional assessment criteria will be scored as either pass or fail. 


F. The Division Commander where the vacancy exists will be responsible for the 
coordination and scheduling of any applicable testing or selection components. 


G. The assessment process will be scored as follows: 


Assessment Component Maximum 
Points 

Transfer Recommendation Form 30 
Component 1 20 
Component 2 20 
Component 3 20 
Training / Performance Evaluation Review — 
Score to be determined by Unit Commander where vacancy 10 
exists. 
Additional Assessment Criteria — Pass/Fail 0 
Total Maximum Points 100 


Vil. Selection Process: 


A. Scores will be forwarded to Administrative Services/Police Personnel Unit for 


verification. 


B. The Administrative Services Commander or designee, upon approval of the Chief of 


Police, will notify all candidates in writing of the outcome of the process, and will 


ensure that the official lateral transfer notification is prepared and distributed to all 


appropriate personnel. 


1. Upon making selections for lateral transfers, the list will be valid for six (6) months 


from the date of approval by the Chief of Police. 


2. Each candidate, upon their request, will be given the following information: 


a) A brief description of the answer criteria for the oral interview panels, written 


exercises, and/or Division Commander interviews. 
b) The candidate’s rank on the selection list. 


c) The candidate’s total score. 


C. Applicants must meet any specific post-selection job requirements as indicated in 


vacancy announcement. 
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VIII. 


Interview Panel: 


A. 


Division Commanders utilizing the oral interview panel option will select a diverse 
group of three panel members as described below. The composition of the panel 
must be approved by the appropriate Bureau Commander. If a candidate has any 
concerns related to the composition of the panel, those concerns must be made in 
writing to the Chief of Police within three (3) working days. The Chief will render a 
final decision and notify the person who raised the concern. 


1. One supervisor from within the Specialized Unit where the vacancy exists. 
2. Two persons from the list of department-approved interviewers. 


Interview panel members will be trained in the administration and evaluation of the 
interviews to ensure objectivity and consistency in the scoring process. 


The Division Commander or designee will develop the interview questions and the 
prescribed answers. The questions and answers will be kept confidential and will be 
released only to the panel members on the day the panel is convened. The panel will 
interview and score each candidate. 


Retention Qualifications: The retention of all Police Officers in a Specialized Unit will 
be dependent on the following conditions. 


A. 


B. 


Officers will conduct themselves in a professional manner both on and off duty. Any 
behavior that discredits the department and/or diminishes the effectiveness of the 
officer’s performance in the specialized unit may result in a lateral transfer. Other 
factors that may impact an individual’s continued assignment to a specialized unit 
include sustained complaints, which result in disciplinary action greater than written 
reprimands. 


A Performance Evaluation indicating an overall composite factor of “below 
expectation” in an area specific to specialized unit tasks may subject an officer to a 
lateral transfer. In some cases, the following procedure will be followed: 


1. The officer being notified of their substandard performance will be provided an 
opportunity to improve their performance to the required standard within a three- 
month period, during which time reviews will be conducted on a monthly basis. A 
special evaluation will be completed at the end of the 3-month period detailing the 
officer’s performance. 


2. Failure to meet expectations in these areas at the end of the three-month period 
shall result in a lateral transfer. 


Officers must maintain required levels of physical and medical fitness to perform all of 
the essential duties for the specialized unit assignment. 
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X. Temporary Lateral Transfer Assignments: 
In order to effectively manage and control all temporary assignments, the appropriate 
Bureau Commander will assess the continued need for the assignment every six months, 
and report the results and recommendations to the Chief of Police. 


Xl. Exemptions: 


A. Unit Commanders have the authority to make internal reassignments as deemed 
necessary, with no advertisement or selection process required. 


B. Lateral transfers to the Professional Standards Unit or reassignments to any staff 
position directly under the supervision of the Chief of Police may be subject to 
alternate selection criteria, as determined by the Chief. 

C. Nothing in this policy restricts the Chief of Police from assigning, determining eligibility, 


or laterally transferring any employee to a duty assignment/specialized unit that is 
deemed to be in the best interest of the department 


APPROVED: 


Frank J. Kitzerow 
Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Informants ADM | 28 
Effective: 09.02.14 4 pages 
Supersedes: | 09.01.01 CALEA: 42.2.2(c), 42.2.7 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines and procedures for the use and management of informants by 
Portsmouth Police officers. 


GUIDELINES: The proper legal use of informants can greatly assist officers in obtaining vital 
information that they may use in criminal investigations. Officers will formally establish and handle all 
persons utilized as informants within a controlled system. Officers will manage all informants and 
informant information confidentially and in a manner so as not to compromise the safety of any 
individual, nor the interests and activities of the Department. Officers will use and manage informants in 
accordance with all legal requirements and court rulings. 


PROCEDURES: 


I. Informant Classifications - There are various reasons why an individual cooperates with the police. 
For purposes of this General Order, informants will fall under one of the following classifications. 


A. Informant - “Informant” is the general classification for any person who, under the direction of a 
specific officer, and with or without expectation of compensation, provides information on a 
regular basis and performs a lawful service for the department in its criminal investigations. 


B. Defendant Informant - A defendant informant is the same as above, but is either subject to arrest 
and criminal prosecution or already a defendant in a pending court action and thus, is or may be, 
expecting compensation in the form of judicial consideration. The Commonwealth’s Attorney 
(CA), or the appropriate federal law enforcement agency and United States Attorney (if the 
person is subject to federal prosecution) must approve use of this type of informant in advance. 
The officer shall advise the prosecutor of the nature and scope of the defendant’s cooperation. 
Prior to conferring with these prosecutors, the officer will notify his/her supervisor. ADM-34 
covers considerations on judicial proceedings. 


C. Restricted Use Informant — Officers may use an informant meeting any of the following 
conditions only with the approval of a supervisor, and the use is subject to review by the 
Division Commander: 


1. Any person with two or more felony convictions; 
2. Any person convicted of a felony drug charge; 
3. Any person under the age of 18; written approval of the parent or guardian is required; 
(42.2.7g) 
4. Any person formerly dependant on drugs, or currently participating in a drug 
treatment program; 
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5. Non Portsmouth Police Department Informant - This classification applies to any person 
already established as a confidential and reliable informant by another law enforcement 
agency, and established by the Portsmouth Police Department for payment purposes only. 


B. Master Files — All Master Files are stored in a secure area 


C. Investigative Files - These files are stored in a secure area accessible only to the officers and 
supervisors of the establishin i 
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III]. Management of Informants (42.2.7 f) 


A. Control - Informants are Portsmouth Police Department assets, not those of any specific officer. 
At the Division Commander’s discretion, an informant may be assigned to the control of another 
officer or unit. 


B. Police/Informant Contacts - Officer/informant contacts will be strictly professional. Social or 
business contacts are prohibited unless in the line of duty and approved by the Unit Commander. 
When possible, two officers will be present during any personal contacts with informants. No 
officer will meet alone with an informant of the opposite sex or whose sexual preference may 
compromise the officer or investigation. Officers will complete an Informant Activity and 
Payment Form for any significant information received from an informant. This includes any 
information or activity that prompted police action, even if the information did not lead to arrests 
and/or recoveries. 


C. Exposure to Police Information - Informants exposure to, and knowledge of, police facilities, 
operations, and personnel will be kept to the minimum necessary for their successful utilization. 


D. Officers will not put informants into situations that would violate their probation or parole 
without first obtaining the permission of the probation or parole officer. 


E. Informants are not permitted by their status as an informant to commit violations of the law. 
Informants can, and often will, possess contraband at the direction of an officer, but this is 
allowed only under tightly controlled conditions, where the risks to the informant and to the 
public are relatively low. Due to the high risk posed to the public safety, an officer that has 
knowledge of an informant having a suspended license or no operator’s license will not allow or 
direct that person to operate a motor vehicle. 


F. Officers should utilize all available resources to corroborate information received by an 
informant prior to initiating police action. Relying solely on informant information can easily 
lead to mistakes in identifying target locations and suspects. 


G. Payments to Informants - Whenever an officer makes a payment to an informant, a witness 
officer will be present. All payments and their documentation will comply with ADM-30, 
Confidential Funds. 


H. Undercover Purchases by Informants - When an informant participates in an undercover 
purchase in which he/she may come into contact with confidential funds, drugs, or any item of 
potential evidentiary value, the officer will search that informant thoroughly, both before and 
after the undercover encounter. When possible, officers will keep the informant under constant 
observation. 


I. Officers must submit informant activity and payment forms to the SIU Unit or Division 
Commander no later than three working days of receiving the information or payment to the 


informant. 
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J. All active informants must undergo a criminal history check at least once every six months. The 
informant’s control officer is responsible for ensuring that this check is conducted, and any 
previously unreported charges and/or convictions must be relayed to a supervisor as soon as they 
are discovered. Any pending charge, regardless of whether the informant is seeking judicial 
consideration, requires that the individual be classified as a defendant informant, and also 
requires approval from the CA’s office. 


IV. Deactivation of Informants — Officers will deactivate an informant when he/she is no longer able to 
provide information, no longer interested in cooperating, or is not active in providing information for 
the preceding six-month period. The Unit Commander may reactivate a deactivated informant who 
has proven reliable in the past. Any informant whose cooperation has been determined as 
unsatisfactory will be deactivated at the discretion of the Unit Commander who will forward a copy 
of the deactivation report to SIU for inclusion in the Master File. The Unit Commander will conduct 
a yearly review of informant activity to determine if any informants should be deactivated due to 
non-usage. 


V. Debriefing of Informants (42.2.2 c) 


1. Prior to a supervisor granting approval for the establishment of an informant, a full debriefing 
will take place, to include the informant’s history of narcotics activity, knowledge of criminal 
acts of others, etc. 


2. Information concerning other crimes will be disseminated to the appropriate supervisor or 
agency, unless a valid reason exists not to do so. The immediate supervisor will consult with the 
SIU Commander on any concern regarding forwarding of information. Information which 
adversely reflects upon the integrity of a police department employee, or concerns a potential 
threat to an employee, will be forwarded immediately through the chain of command to the Chief 
of Police. The originating officer will take no further action on such information without 
approval. 


3. Officers will document all debriefings, and place the records in the Master and Investigative 
files. 


VI. Disclosure of Informant Identity - In situations where an informant’s identity might adversely affect 
the outcome of a more significant investigation or the informant’s own safety, dismissal of the 
immediate case may be sought. The decision to recommend this action may be made only by the 
Division Commander of the affected unit. The CA will make the ultimate decision. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Training and Certification ADM| 29 
Effective: 09.20.12 5 pages 
Supersedes: | 12.01.98 | CALEA: 33.2.4, 33.4.3 (æh), 33.5.1 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for initial and continued training of Department employees, and 
for meeting state certification requirements for sworn personnel. 


POLICY: In accordance with requirements mandated by Virginia State Code and the Department of 
Criminal Justice Services (DCJS), all sworn personnel will successfully complete basic training and 
certification, and in-service training for continued re-certification. The Department will ensure that all 
employees receive instruction, training, guidance, and supervision for the purpose of acquiring the 
necessary knowledge and skills to perform their jobs competently and efficiently. The department will 
also provide specialized and advanced training, wherever possible, to further enhance employee 
capabilities and to develop personnel for promotional opportunities. 


GUIDELINES: 
I. Training Division Personnel/Responsibilities: 


A. The Training Division is responsible for planning, scheduling, and coordinating all departmental 
training, for ensuring that personnel complete required training, for forwarding appropriate 
documentation to the Hampton Roads Criminal Justice Academy (HRCJTA), and for 
maintaining the department’s training records. Included on the Division’s staff, and under the 
direct supervision of the Division Commander, are the following sworn personnel: 


1. Training Division Sergeant - assists with planning, organizing, and scheduling training for 
department-wide needs. The Sergeant’s primary role is serving as the Field Training 
Supervisor, with the following responsibilities: 


a. Direct and review the field training program to ensure that all applicable training 
standards are met, and proper documentation is maintained. 

b. Meet regularly with Field Training Officers (FTOs) to address concerns, seek ideas, and 

develop new instructional methods or approaches. 

Conduct or provide documented training and/or in-service training for FTOs. (33.4.3 c) 
d. Provide assistance and counseling to new officers with identified deficiencies, document 
the deficiencies. take corrective action, and advise the Training Division Commander. 

e. Schedule and rotate assignment of trainees to a minimum of two, but preferably three, 
different FTOs. (33.4.3 f) 

f. Maintain open communication with Uniform Patrol Field Training Coordinators to ensure 
trainees are progressing and FTOs are conducting proper training. 

g. Review documented evaluations conducted by FTOs on trainee progress at each training 
cycle conclusion and maintain evaluation documentation. (33.4.3 h) 

h. Review trainee progress with FTOs at each training cycle conclusion and maintain 
evaluation documentation. 


A 
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i. Organize final evaluation rides with a Field Training Coordinator for each trainee prior to 
release for solo duty, make recommendations for release, and complete and forward 
required DCJS state certification forms. 

j. In any case of a trainee’s failure to complete field training within a year after their hire 
date, prepare for submission to the Chief of Police a recommendation for either 
termination or training extension, and provide supporting documentation from FTOs of 
continued unacceptable performance. 


2. Career Development Counselor (CDC) - The CDC is a sworn officer assigned to the police 
academy who serves as primary contact for department personnel attending training at the 
academy, and as liaison between the academy and the department. The Training Division 
Sergeant supervises the CDC, but he or she works at the direction of the academy director for 
task related purposes only. The CDC’s duties include: 


Supervise recruits while in basic training at the academy. 

Maintain attendance and training records of recruits. 

Certify attendance of personnel attending in-service or other training at the academy. 

Assist in scheduling and coordinating training, including locating resources and technical 

assistance. 

e. Maintain communication with the Training Division Sergeant on the progression of 
recruits while attending the basic academy. 

f. Liaison between the academy staff and the FTO Supervisor to ensure that FTOs are 

aware of any new skills or subjects taught at the academy that would impact FTO 

training. (33.4.3 d) 


ang 


3. Range Master - The Range Master handles and coordinates all aspects of firearms training for 
the department under the supervision of the Training Division Commander. The Range 
Master’s duties and responsibilities are covered specifically in ADM-22, Firing Range and 
Firearms Qualifications. 


4. Staff Instructor — The Staff Instructor reports to the Training Division Sergeant, and is the 
primary contact for instructors and personnel when training orders are received. The 
following are daily responsibilities: 


a. Coordinate instructors for basic training at HRCJTA with the CDC. 

b. Coordinate, organize, plan, and distribute line-up training for department personnel and 
maintains records. 

c. Coordinate in-service training for sworn personnel, issue training orders, instructor 
orders, and forward missed assignments to the Training Division Sergeant for action. 

. Supervise all recruits including pre-hires and post-graduation personnel. 

e. Coordinate pre-hire programs and post-graduation academies to include classes, 

instructors and equipment. 


Il. Basic Training 
A. All entry level sworn personnel will complete state mandated basic training at an academy 
accredited through DCJS. If graduated from an academy other than the one with which this 
Department is affiliated, a new officer will be required to attend the Department’s in-house 


academy for familiarization with this department’s procedures and paperwork, and will 
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participate in modified field training, if prior separation from law enforcement is within DCJS 
regulations. (33.2.4) 


1. For the duration of their academy training assignment, recruits fall under the supervision of 
the Training Division. 


2. Recruits will obey all rules and regulations of the academy and the department, and will 
make every effort possible to learn and excel in their training. 


3. Problems encountered by recruits at the academy will be brought to the attention of academy 
staff for attempted resolution before being referred to the Training Division. The CDC 
should be notified to handle situations at the HRCJTA. 


4. Recruits must complete all requirements of their training to the satisfaction of the academy, 
DCJS, and the Portsmouth Police Department. 


5. Ifa recruit fails a DCJS required job task objective, or fails to respond to training, the Chief 
of Police, with information and input from academy personnel and Training Division staff, 
will decide whether to retain the recruit and provide remedial training outside academy 
hours, retain the recruit and enroll him/her in the next academy session, or terminate the 
recrult. 


6. Recruits will report to the Staff Instructor while in pre and post programs. Recruits will 
report to the CDC while at the basic academy. 


7. Recruits will be given a manual on their first day of employment that includes rules and 
regulations of the Training Division, the HRCJTA and selected Portsmouth Police 
Department policies. The manual is reviewed with them, they must sign and date after 
reviewing, and this form is kept in their files. 


III. Field Training 


A. Upon graduation from the police academy, new officers must successfully complete the Post 
Graduation Academy and field training in order to receive state certification and be qualified to 
work solo. Officers transferred to specialized units may be assigned initially to a field training 
program tailored to the specialized position. This phase of training is performed by Field 
Training Officers (FTOs) who work under the supervision of their respective Bureau 
Commanders, but at the direction of the Field Training Coordinators for training related duties 
only. FTOs are responsible for training and evaluating the trainees assigned to them. 

(33.4.3 a, c, g, h) 

B. Selection to FTO will be made in Accordance with ADM-45, Collateral Duties. If an FTO 
wishes to resign from the program, he/she will send a letter to the Training Unit Sergeant and a 
meeting will follow to discuss the circumstances. The Training Division Sergeant will document 
deficiencies with FTOs and forward them to the Training Division Commander and Uniform 
Patrol Bureau Commander. Progressive discipline will follow to correct deficiencies. If they are 
not corrected, recommendation will be made to remove the FTO from the program. Applicants 
for FTO positions must meet the following qualifications: 


ADM-29 Training and Certification (09.20.12) Page 3 of 5 


1. Completed two years of service with the police department in the unit where the FTO 
position will serve, with the 2-year anniversary date occurring prior to the application date. 


2. Successfully complete the FTO school prior to assuming FTO duties. 


3. Demonstrate thorough knowledge of proper police techniques and procedures, excellent 
interpersonal relations and conflict management skills, excellent writing skills, and ability to 
perform evaluations systematically and impartially. 


4. During the year prior to the proposed date of appointment as FTO, have received no 
discipline related to a second group offense, and have exhibited no serious performance 
deficiencies. 


IV. In-Service Training (33.5.1) 


A. DCJS requires that all sworn personnel receive forty (40) hours of in-service training bi-annually 
to maintain law enforcement certification. This training must be approved by DCJS, and must 
include four (4) hours of legal training, two (2) hours of cultural diversity training and thirty-four 
(34) hours of elective career development training. Annual firearms qualification is also 
required, and is covered in ADM-22, Firing Range & Firearms Qualifications. Responsibilities 
regarding the fulfillment of in-service training requirements are as follows: 


1. The Training Division will schedule and coordinate all department training, maintain training 
records, ensure that personnel complete required training and forward appropriate 
documentation to the HRCJTA. 


2. Supervisors will assist in the scheduling of personnel, including ensuring that personnel have 
required information and equipment, and are free from duty or on call status. Supervisors 
will notify the Training Division as soon as possible if an employee is unable to attend 
scheduled training. They also will ensure that any necessary documentation is promptly 
forwarded to the Training Division. 


3. Personnel attending training will obey all rules and regulations of the school being attended, 
make a diligent effort to learn and meet school requirements, attend all classes in entirety 
unless absence is authorized by appropriate authority, and obtain and forward appropriate 
documentation to the Training Division. 


4. Personnel scheduled to attend law enforcement training elsewhere within Virginia will 
determine if the training has been pre-approved for in-service credit. If so, the attending 
personnel will request from the school a DCJS Service Credit Transfer Form be completed 
and forwarded or mailed to the Training Division. 


V. In-Service or Partial In-Service Credit for Training 
A. In-service or partial in-service credit may be obtained for law enforcement or related training 
received through sources other than the academy or the Training Division. DCJS will evaluate 


the training and assign hours of credit. In order to receive credit for the training, personnel must 
comply with the following procedures: 
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1. Personnel attending school, which has a not been pre-approved, or is located outside 
Virginia, will obtain from the Training Division a Partial In-Service Credit Form. Personnel 
will return this form, signed by the class instructor, to the Training Division along with 
copies of the course curriculum and class roster, so that partial in-service credit can be sought 
through DCJS. The Training Division must receive these items in time to submit them to 
DCJS within sixty (60) days of the school completion date. 


2. Sworn personnel attending college courses related to law enforcement, and maintaining at 
least a “C” grade, can receive in-service credit by completing a College Course In-Service 
Credit Application, and having the course instructor complete a College Course In-Service 
Credit Attest. Both forms are obtained from, and must be returned to, the Training Division 
promptly to allow compliance with the sixty (60) day submission deadline set by DCJS. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
Department Organization 


Data Storage Devices ADM 31 
Effective: 04.08.13 2 pages 
Supersedes: | New CALEA: NA 


APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for the acceptable use of USB data storage devices, commonly 
referred to as flash drives, thumb drives, portable hard drives, etc., as a means of preventing 
unauthorized access to confidential police information and to prevent damage to department computer 
systems. 


GUIDELINES: 
Sensible use of department issued USB devices is permitted for business purposes. 


This policy restricts the use of USB data storage devices to department issued devices only, unless 
otherwise authorized by an employee’s supervisor. Supervisors can make exceptions to the use of non- 
department devices for investigative purposes (e.g., the victim of a crime presents video evidence of the 
incident to the investigator on a thumb drive) or in other very specific unique circumstances. Otherwise, 
the connection of privately owned USB data storage devices to department computers is not permitted. 


It is each end user’s responsibility and obligation to ensure that all data storage devices, where approved 
for use, are used only for their intended official purpose and that information contained or transmitted 
via these devices is protected from unauthorized use, copying or modification. 


This policy should be considered an addition to City AP #1 section C and does not replace or otherwise 
remove department employee’s responsibility to comply with City AP #1. 


I. PROCEDURES: 


A. Issuance: Employees requiring a department issued USB data storage device will request 
issuance via email to the Technical Services Unit (TSU). TSU personnel will enter user 
information on the device for identification purposes and will set the device up before issuance. 


B. Asset Protection: The data and information stored and developed on computing assets of the 
Portsmouth Police Department must be protected against theft and data loss, at all times. 


C. Data/File Storage: Employees are required to store all City related electronic information and 
data on the City's network file servers. Issued USB data storage devices may be used for 
temporary and remote access to files, however work related files must not be stored on 
personally owned devices. 


D. Periodic Audit: USB data storage devices are subject to periodic internal audit and review and 
employees will be asked to justify any usage deemed inappropriate or excessive. 
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E. Damage to systems and data: USB data storage devices with inappropriate software have the 
ability to cause potential damage to the confidentiality, integrity, and availability of any data and 
system files within the department. 


F. User Override: Department issued USB flash drives require a password to access the files, and 
all data on the drive will be deleted automatically after a specified number of unsuccessful access 
attempts. Users are not permitted to circumvent, subvert, or override any of the Department’s 
security measures for USB devices. 


G. Loss of Device: If an employee loses a Department issued USB device, the employee shall 
immediately notify his or her supervisor who will, in turn, notify TSU via email. The employee 
will also complete a report for lost property. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
On- and Off-Duty Injuries ADM} 32 
Effective 09.07.17 6 pages 
Supersedes: | New 
APPROVED: Tonya D. Chapman, Chief of Police 


PURPOSE: To establish procedures for handling employee injuries and to establish the authority for 
eligible temporary light-duty assignments. 


POLICY: Temporary light-duty assignments, when available, are for eligible personnel who, because of 
injury, illness or disability, are temporarily unable to perform their regular assignments but who are 
capable of performing alternative duty assignments. Use of temporary light duty can provide employees 
with an opportunity to remain productive while convalescing, and provide a work option for employees 
who may otherwise risk the health and safety of themselves or others by remaining on duty when 
physically or mentally unfit for their regular assignment. Therefore, it is the Department’s policy that 
eligible personnel be given a reasonable opportunity to work in temporary light-duty assignments where 
available and consistent with this policy. 


DEFINITIONS: 


Eligible Personnel: Any full-time sworn or civilian Department employee suffering from a medically 
certified illness, injury or disability requiring treatment by a licensed health-care provider and who, 
because of injury, illness or disability, is temporarily unable to perform their regular assignment, but is 
capable of performing alternative assignments. 


Family and Medical Leave Act (FMLA): Federal law providing for up to 12 weeks of annual leave for 
workers, in addition to leave provided by this agency, due to illness, injury or certain other family 
conditions/situations. 


I. PROCEDURES: 
A. Occupational Injuries/Diseases 


1. When an employee is injured on-duty, the employee will notify his or her supervisor of the 
injury as soon as possible. The supervisor will complete the appropriate paperwork and ensure 
they forward it to the Administration Services Division Lieutenant who, in turn, will ensure 
that the City’s Human Resource Management (HR) Department is notified. The supervisor will 
also notify the shift commander of the injury. 


2. If the injury does not require medical treatment or the employee refuses medical treatment: 
a. The supervisor will complete the indicated portions of the Authorization for Medical 


Treatment form. 
b. The employee will sign confirming the information provided is true and correct and that 
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they have received the WC employee information letter, and questions and answers flyer 
from the city of Portsmouth. 

c. The employee will complete the First Report of Injury and the supervisor will review the 
information, complete the bottom portion of the form and then sign prior to submission. 

d. The supervisor and employee will complete a Supervisor/Employee Accident Report. 

e. The employee’s immediate supervisor will forward the completed forms to the Police 
Administration Lieutenant. 

f. The Police Administration Lieutenant will forward the completed forms to the Workers’ 
Compensation Coordinator in city HR. 


3. If the injury requires medical treatment: 


a. The employee and supervisor will complete the indicated portions of the Authorization for 
Medical Treatment form. 

b. The supervisor and employee will complete a Supervisor/Employee Accident Report. 

c. The employee will complete the First Report of Injury and the supervisor will review the 
information, complete the bottom portion of the form and then sign prior to submission. 

d. The employee will select a medical panel provider by circling their choice. 

e. The employee should take the completed Authorization for Medical Treatment form to the 
selected panel physician for treatment of his or her injuries. 

f. The treating physician must complete the bottom half of the Authorization for Medical 
Treatment form. 

g. Immediately after medical treatment is received, the employee will bring or fax both forms 
and associated paperwork from the Doctor’s visit to the Administrative Lieutenant. 

h. The Police Administration Lieutenant will forward the completed forms to the Workers’ 
Compensation Coordinator in HR. 


4. If the employee is allowed to return to work on modified duty, the employee will ensure that he 
or she delivers all paperwork to the Administrative Services Division Lieutenant. It is critical 
that the treating physician clearly states the employee’s restrictions. Based upon work 
restrictions set by the treating physician, a light duty assignment will be made at this time. 


5. If the employee is unable to return to work per the treating physician, the employee must 
deliver all documentation to the Administrative Division Lieutenant. The employee is also 
responsible for providing the Lieutenant with a schedule of all medical evaluations and/or any 
physical therapy appointments. 


6. If the treating physician releases the employee to regular duty, the paperwork will be 
completed and returned to the Administrative Lieutenant and the employee will return to 
normal duty status. 


7. Emergency — After Hours: 
a. Instruct the employee to go to the nearest hospital emergency room or after-hours treatment 


facility. Upon release, the employee must be seen by one of the panel physicians on the 
next business day or next available appointment. This will be their treating physician for 
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ongoing treatment. The employee shall bring all paperwork received from the treatment 
center or hospital to the panel physician. The employee will forward the Authorization for 
Medical Treatment for to the Administrative Lieutenant after the Emergency Room doctor 
has completed it. 


b. Referrals for additional medical treatment or intervention shall be within the sole discretion 
of the Employee’s treating physician. Medical treatment or intervention received by the 
employee that is not first approved by his or her treating physician may result in the 
employee’s loss of medical care benefits under the Workers’ Compensation Act. 


B. Off-duty (Non-occupational) Injuries/Diseases/Conditions 


1. When an employee is injured off-duty or develops a non-occupational medical condition that 
impacts the regular performance of their job duties, the employee shall notify their supervisor 
as soon as practical in accordance with the Sick Leave provisions of ADM-01, Section VI.H, 
VIILA-B and City AP#37. 


2. Employees injured off-duty or with non-occupational medical conditions may be placed in a 
“no duty” or “restricted/limited/modified/light duty” status by their attending medical 
provider. 


a. Employees in a “no duty” status must use available leave or enter a leave-without-pay 
status. The provisions of FMLA apply (City AP#33). 


b. Employees in a “restricted/limited/modified/light duty” status may proceed as in Section III 
below. 


Il. Light and/or Modified Duty: 


A. When an employee is not cleared for full duty, the treating physician must indicate specific 
restrictions or modifications relevant to the injury. An employee returning to work with a note 
that specifies only “light duty” or modified duty” will be directed to return to the physician for 
specific work limitations and restrictions. 


B. Temporary light-duty positions are limited in number and variety. Therefore, 


1. Personnel injured or otherwise disabled in the line of duty shall be given preference in initial 
assignment to light duty; and 


2. Assignments may be changed at any time, consistent with work restrictions assigned by a 
treating physician, if deemed in the best interest of the employee or the agency. 


C. This policy in no way affects the privileges of employees under provisions of the Family and 
Medical Leave Act, Fair Labor Standards Act, Americans with Disabilities Act, or other federal 
or state law. 
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D. Assignment to temporary light duty shall not affect an employee’s pay classification, pay 
increases, promotions, retirement benefits or other employee benefits such as pay for special 
assignments, including but not limited to canine handlers or special weapons and tactics team 
members. 


E. Light-duty assignments shall not be made for disciplinary purposes. 


F. No specific position within this agency shall be established for use as a temporary light-duty 
assignment, nor shall any existing position be designated or utilized exclusively for personnel 
on temporary light duty. 


G. Light-duty assignments are strictly temporary. 


1. Eligibility for non-job-related light-duty assignments is limited to six months. Extensions 
may be granted with documented significant progress towards recovery. An extension 
request package, submitted to the Chief via the employee’s chain of command, shall include 
a cover letter from the employee and an attending physician’s letter reflecting current status, 
improvements made over the last three months, and expected return to duty date. Employees 
must submit extension request packages before the expiration of the six month eligibility 
period. 


2. Eligibility for job-related light-duty assignments is limited to twelve months. Extensions 
may be granted with documented significant progress towards recovery. An extension 
request package, submitted to the Chief via the employee’s chain of command, shall include 
a cover letter from the employee and an attending physician’s letter reflecting current status, 
improvements made over the last three months, and expected return to duty date. Employees 
must submit extension request packages before the expiration of the twelve month eligibility 
period. 


3. Employees who have reached “maximum medical improvement” and/or are otherwise 
unable to return to their original duty assignment shall pursue other options as provided by 
employment provisions of this agency or federal or state law. 


H. Officers on temporary light duty are prohibited from engaging in outside employment in which 
they may reasonably be expected to perform law enforcement functions for which they have 
been determined physically or mentally unable to perform on behalf of this Department and that 
form the basis for their temporary light-duty assignment. 


1. Depending upon the nature and extent of the disability, an officer on temporary light duty 
may be prohibited or restricted from wearing the departmental uniform, operating police 
vehicles, carrying department-issued weapons, or otherwise limited in employing police 
powers as determined by the Chief. 


2. In order to carry department-issued weapons, employees must be approved by the treating 
physician to engage in range activities and must maintain qualifications in accordance with 
ADM-22. The final determination shall be made by the Chief of Police. 
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I. Officers may not refuse temporary light-duty assignments that are supported by and consistent 
with the recommendations of a treating physician or certified health-care provider. 


J. Temporary Light-Duty Assignments. Temporary light-duty assignments may be drawn from a 
range of technical and administrative areas that include but are not limited to the following: 


Administrative functions (e.g. report review, special projects), 
Clerical functions (e.g. filing,), 

Desk assignments (e.g. booking officer), 

Report taking (e.g. telephone reporting unit), or 
Communications (e.g. complaint taker). 


Seine le 


K. The Administrative Services Division shall maintain an inventory of available job assignments 
that may be used for temporary light duty. 


L. Decisions on temporary light-duty assignments shall be made based upon the availability of an 
appropriate assignment given the applicant’s knowledge, skills and abilities; availability of 
light-duty assignments; and the physical work restrictions assigned by a treating physician or 
other licensed health care provider. 


M. Every effort shall be made to assign officers to positions consistent with their rank and pay 
classification. However, where appropriate, personnel may be assigned to positions designated 
for personnel of lower rank or pay classification. Officers thus assigned shall: 


1. Retain the privileges of their rank but shall answer to the supervisory officer of the unit to 
which they are assigned with regard to work responsibilities and performance; and 

2. Retain the pay classification and related benefits of the position held prior to their 
assignment to temporary light duty. 


II. Requests for an Assignment to Temporary Light Duty 


A. Employees shall submit requests for temporary light-duty assignments to their immediate 
supervisor. Requests must be accompanied by a statement of medical certification to support a 
requested reassignment, which must be signed either by the treating physician or other licensed 
health-care provider. The certificate must include an assessment of the nature and probable 
duration of the disability, prognosis for recovery, nature of work restrictions and an 
acknowledgment by the treating physician or licensed health care provider of familiarity with the 
light-duty assignment and the fact that the employee is physically able to assume the duties 
involved. 


B. The supervisor shall forward the request for temporary light duty and the physician’s statement 
to the Administrative Services Division commander, who shall make a recommendation 
regarding the assignment to the Chief or his or her designee. 
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C. The Department may require the employee to submit to an independent medical examination by 
a health provider of the Department’s choosing. 


D. An employee who has not requested temporary light duty may be recommended for such 
assignment by submission of a request from the officer’s immediate supervisor or unit com- 
mander. Such a request must be accompanied by an evaluation of the employee conducted by a 
competent medical authority expressing the need for temporary light duty or by a request/order 
for a medical or psychological fitness-for-duty examination. This process must be coordinated 
through City Human Resource Management. Notice shall be provided to the employee of the 
proposed temporary light-duty assignment. 


E. As a condition of continued assignment to temporary light duty, officers shall be required to 


submit to periodic physical assessments of their condition. This process shall be coordinated 
through City Human Resource Management. 


Tonya D. Chapman 
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Portsmouth, Virginia Police Department 


Department Organization 
Dissemination of Confidential Information ADM | 33 
Effective: 06.04.12 3 pages 
Supersedes: | 07.01.07 | CALEA: 82.2.1 (c) 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To ensure proper and lawful request, dissemination and disposal of confidential 
information and records by authorized Portsmouth Police Department personnel. (82.2.1 c) 


POLICY: The nature of departmental business requires frequent access to confidential information. No 
employee shall divulge to any unauthorized persons, including family members, any confidential 
information obtained through the execution of departmental duties. Sensitive and/or confidential 
information regulated by this policy may be obtained from a variety of internal and external 
computerized resources including, but not limited to; the Virginia Department of Motor Vehicles 
(DMV), the FBI’s National Crime Information Center (NCIC), the Virginia Criminal Information 
Network (VCIN), Virginia State Police Computerized Criminal Records Exchange (CCRE), PISTOL, 
CRIMES and LinX. 


PROCEDURES: The Portsmouth Police Department will disseminate Criminal History Record 
Information (CHRI) and Virginia Department of Motor Vehicle (DMV) records in accordance with: 
Virginia State Code § 19.2-389 regarding dissemination of Criminal History Record Information, 
Virginia State Code § 46.2-208 regarding inspection and release of DMV records, all regulations 
relating to CHRI information as promulgated by the Computerized Criminal Records Exchange (CCRE) 
division of the Virginia State Police and all rules and regulations set forth by, and readily accessible in, 
the Virginia Criminal Information Network (VCIN) and National Criminal Information Center (NCIC) 
manuals pertaining to the authorized use and dissemination of CHRI and DMV records/information. 


DEFINITIONS: 


Criminal History Record Information (CHRI): Records and data collected by Criminal Justice 


Agencies or persons consisting of identifiable descriptions and notations of arrests, detentions, 
indictments, information or other formal charges, and any disposition arising therefrom. 


Secondary Dissemination: Provision of criminal history information, in any format, to a person other 
than the initial requester. 


DMV Records: Driver information including all personal data that relates to the driver, driver’s license 
status or driver activity, vehicle information including all descriptive vehicle data and title, registration 
and vehicle activity data and any/all insurance data. 


Other confidential information: Any other information not available to the general public, such as but 
not limited to: personal or corporate financial records; personal medical information/records (which may 
include diagnosis or prescription information); communication records (including mail, electronic mail, 
telephone call logs, internet browsing/search history, or any similar items); which is discovered in the 
course of an investigation. 
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Il. 


II. 


PROCEDURES: 


I. 
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General: Access and dissemination of CHRI and DMV information will be conducted as follows: 


A. CHRI/DMV computerized information may not, under any circumstances, be photocopied. For 
fax dissemination procedures (permissible in emergent situations only) refer to Sec. III 
Telephone Dissemination below. 


B. CHRI/DMV information is to be used for criminal justice purposes only. 


C. The requesting officer will request one copy of the CHRI/DMV from the Police Records Unit 
(PRU) or from any other unit within our agency having CHRI/DMV capabilities. 


D. Officers shall request CHRI/DMV information in their own names Officers shall not request this 
information in the name of the Commonwealth’s Attorney. 


E. The requesting officer will complete a Criminal History Request form and submit it to the VCIN 
clerk prior to receiving the CHRI printout. 


F. The officer will state the reason for the CHRI request using IBR offense D 


G. The officer may show the CHRI to the magistrate but must not allow the magistrate to retain a 
copy, as this would constitute an improper, un-logged secondary dissemination. 


H. CHRI/DMV records must be shredded when the warrant has been obtained or it has served the 
purpose for which it was obtained. Officers shall not place CHRI/DMV records in their case 
files. 


I. Itis the requesting officer’s responsibility to properly dispose of CHRI or DMV records when 
they are no longer needed. 


Procedures for Terminal Operators 


A. A secondary dissemination logbook must be kept at the location of all terminals having CHRI 
capability. The logbook must be set up and maintained in accordance with standards and 
mandates set down in the VCIN User’s Manual (located on the Police Intranet). 


B. The attention field (ATN) in QH/QR transactions must contain the name of the person requesting 
the criminal record check (just a person’s initials are not acceptable). Operators must include at 
least the first and middle initial and last name of the individual. The rank or title of the 
individual shall also be included, if applicable (for further detail see the VCIN User’s Manual). 


C. All VCIN/NCIC terminals must have the terminal ORI and the terminal address affixed to the 
monitor. 


Telephone Dissemination: Telephones and/or radio devices, whether digital or voice, will not be 
used routinely for the transmission of CHRI beyond that information necessary to effect an 
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immediate identification or to ensure adequate safety for officers and the general public. Telephone 
dissemination should only be made when the person disseminating the CHRI has properly identified 
the officer requesting the CHRI. 


A. CHRI telephone dissemination is permissible to Portsmouth Police officers, by these means 
under the following circumstances only: 


1. When an officer determines there is an immediate need for this information to further an 
investigation; or, 


2. There is a situation affecting the safety of an officer or the general public. 
B. Fax dissemination of CHRI should not be used. 
C. The PRU Clerk on duty will require the phoning officer to provide the following information: 
Full name (first middle and last) 
Employee ID number 


Current beat assignment (e.g.: 121B) 
The type of offense being investigated 


AU 


D. The PRU Clerk will then have the officer hold while checking to verify what type of call the 
officer is currently working. Verification can be made through CADS or via dispatch by phone. 


E. Once the officer has provided all of the required information and that information has been 
verified through CADS or dispatch, the records clerk may provide criminal history information 


pertaining only to the offense in question. Full criminal history information will not be 
rovided via telephone except under exigent circumstances as cited above. The officer may 


retrieve full criminal history information upon appearing in person at the Police Records Unit 
window. 


OD 


A. Dissemination of records “or GD : governed by the specific procedures and 
restrictions documented in the user and/or security agreements and training on those systems. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Considerations on Judicial Proceedings ADM, 34 
Effective: 06.04.12 1 page 
Supersedes: | 01.05.93 | CALEA: NA 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish guidelines for granting considerations on judicial proceedings. 


POLICY: The Commonwealth’s Attorney is the only individual authorized to prosecute or not 
prosecute felony criminal cases, and to render any prosecutorial decision about agreements sought 
during judicial proceedings. Police officers do not have that authority, will be outside the bounds of 
their authority, and in violation of the law if they make decisions regarding such agreements. Police 
Officers will confer with the Commonwealth’s Attorney on any case where some form of agreement is 
sought for consideration of information given or work performed by an arrested person. 


PROCEDURES: 


I. Individuals arrested by the Portsmouth Police Department will not be released without charges, 
unless provisions in the law authorize such a release. 


II. The Commonwealth’s Attorney must be notified when an arrested person, after being advised of 
his/her rights, wishes to provide information or services for some form of consideration of the 
charges. Any agreement must come from the Commonwealth’s Attorney. Officers will not make 
any promises to the defendant unless authorized by the Commonwealth’s Attorney. Any and all 
agreements made will be documented and signed by the defendant. 


II. Whenever a defendant’s attorney contacts an officer and wants to discuss any agreement already 
made, that attorney will be referred to the Commonwealth’s Attorney. If a defense attorney contacts 
an officer and wants to make some form of consideration agreement for his client, a meeting will be 
held with the defense attorney, Commonwealth’s Attorney, the defendant, and the officer involved. 
All agreements made at this meeting must be documented and signed by all parties. 


IV. Prior to conferring with the Commonwealth’s Attorney regarding any negotiations for consideration 
agreements, officers must notify their immediate supervisor. Approval from the officer’s shift or 
unit commander is also required. 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Wrecker Tow List ADM | 35 
Effective: 06.25.12 2 pages 
Supersedes: | 09.22.92 | CALEA: NA 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To set forth responsibilities for the establishment, maintenance, and use of the Wrecker 
Tow List. 


POLICY: The Portsmouth Police Department, through the Special Operations Division Commander, 
will establish and maintain the Wrecker Tow List in accordance with City Code, and will monitor 
wrecker companies for adherence to this policy. Emergency Communications Center (EOC) dispatchers 
are responsible for administering the Wrecker Tow List. 


PROCEDURES: 


I. Application, Changes, and Maintenance of the Tow List: Wrecker companies interest in being 
placed on the Wrecker Tow List may apply to the Special Operations Division Commander or 
designee, who will then inspect the tow truck(s), the actual place of business, and storage 
compounds of the applicant. Upon acceptance, the applicant will be assigned a number and will be 
placed in the Tow List, which will be maintained in the EOC. Only the Special Operations Division 
Commander or designee is authorized to make changes in the Tow List. He/she will screen the Tow 
list sheet weekly for accuracy, and will maintain related files for the current year. Tow list related 
files for the previous three years will be kept in the archives and then destroyed. Further, all 
complaints related to the Tow List or against any wrecker service towing for the police department 
will be referred to the Special Operations Division Commander or designee. 


II. Use of the Tow List 


A. Officers will use the Tow List when they or citizens require the services of a wrecker (other than 
tows of City owned vehicles). When an officer makes a “Tow List request,” the dispatcher will 
call the next wrecker on the list, except when an “owner’s request” is received, as outlined in 
Procedure 2E. 


B. If the wrecker called is available, dispatch will relay the location where their services are needed 
and inform the company of any unusual circumstances (such as the need for dollies or cranes, 
overturned vehicles, etc.) and make the appropriate entry in the Tow List. 


C. Wrecker services must respond to a scene within 30 minutes of notification. If the wrecker 
arrives late, resulting in another wrecker being called, the late wrecker will be refused by the 
officer at the scene. A note will be made in the Tow list of the circumstances and the late 
wrecker will lose its turn in the rotation. 


D. Wrecker services are allowed to sub-contract tows with another wrecker, provided that the sub- 
contract wrecker is a participant in the Tow list. When a service is called but is not available and 
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wishes to sub-contract, a note will be made in the Tow List indicating who actually made the 
tow. Rotation will continue as if the unavailable service had actually performed the tow. 


E. Citizens may request a specific wrecker company, which may or may not be listed on the Tow 
List. If the wrecker service is a participant in the Tow List, the entry will reflect that the call was 
an “owner’s request” (OR). The letters OR will be used in place of the assigned wrecker service 
number in the Tow List. The wrecker at the top of the rotation list will not lose its place. 


F. The officer making a call for any type of tow or impound will complete a Tow/Impound Report. A 
wrecker service receipt will be attached to the Tow/Impound Report and all resulting paperwork 
will be turned in to OSC for distribution before securing from duty. If the town/impound is made 
without the owner’s knowledge, the officer will immediately call the Police Records Unit clerk with 
all the information contained in the Tow/Impound Report so that it can be recorded on the Records 
unit log sheet and entered into the appropriate computer system. 


G. When appropriate, the officer will assure that the wrecker service cleans all debris from the 
scene. Officers will list any problems with the wrecker service in a memo that will be attached 


to the Tow/Impound Report. 
APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Taxicab Certificates of Public Convenience ADM| 36 
Effective: 02.08.77 | REPRINT OF 82-1025 2 pages 


POLIC Supersedes: | WA 
APPROVED: E. Ronald Boone. Chief of Police 


PURPOSE: The purpose of this order is to establish a policy for issuing and maintaining records on Certificates 
of Public Convenience and Necessity for taxicabs within the City. 


POLICY: Portsmouth Police Department’s procedures for handling taxicab Certificates of Public Convenience 
and Necessity must be in accordance with City Code Section 37-48 through 37-59 and instructions from the City 
Manager. 


PROCEDURES: 

1. The City Code provides that it shall be unlawful to operate, or cause to be operated, within the City, any 
taxicab unless a Certificate of Public Convenience and Necessity has been issued for that purpose. (Sec. 
37-48) 

2. All applications for Certificates of Public Convenience and Necessity required shall be made in writing to 


the Chief of Police upon forms prescribed and to be provided by him, which application shall give the 
name, age, sex, and residence of the applicant. (Sec. 37-49) The Traffic Bureau Commander has been 
assigned the responsibility of providing application forms, advising on their completion, and subsequent 
processing of applications. 


3. All applicants for Certificates of Public Convenience and Necessity shall undergo an investigation by the 
Chief of Police concerning his qualification and shall furnish such information as may be required, such as 
the make, description, and condition of vehicles proposed to be operated and the financial ability, 
character, and responsibility of the applicant. (Sec. 37-50) 


4. No Certificate of Public Convenience and Necessity shall be issued to anyone under the age of twenty- 
one (21) years old, or to a person who, in the opinion of the Chief of Police, is not morally or mentally fit, 
or who has been a repeated and persistent violator of the law. (Sec. 37-51) Grounds for revocation or 
suspension listed in City Code Section 37-56 will also be used as a basis for determination of ineligibility 
for certificates as will any previous history of revocation of certificates. 


5. Only sixty-two (62) Certificates of Public Convenience and Necessity shall be issued to operate a taxicab 
in the city. (Section 37-52) The Traffic Bureau will maintain a master listing showing information 
concerning each certificate holder. 


6. All Certificates of Public Convenience and necessity shall expire on April 30" following the date of 
issuance and shall be renewed annually thereafter. Applications for renewal must be received by the 
Traffic Bureau no later than April 20" to insure processing and renewal prior to May 1°. 


7. Only the owner who has a Certificate of Public Convenience and necessity issued to him, or a bona fide 
employee, may operate a taxicab in the city. No taxicab shall be loaned, rented, assigned or transferred 
to anyone to be operated as a taxicab. If a taxicab is not used for a period of three (3) consecutive 
months, the certificate may be revoked by the City Manager (Sec. 37-55). 


8. Revocation or Suspension: 
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A. Upon the recommendation of the Chief of Police, the City Manager may suspend the Certificate 
of Public Convenience and necessity for a period of ninety (90) days for any of the following 


grounds: 

(1) Failure to operate as specified in the certificate or permit. 

(2) Failure to maintain a taxicab in good order, appearance, and repair. 

(3) Failure to pay the parking fee, personal property tax, license tax or other fees or taxes 
due to the City. 

(4) Failure to maintain insurance as required by law. 

(5) Failure to report any accident required by state law. 

(6) Hiring any driver whose Taxicab Driver’s Permit has been revoked. 

(7) Using and knowingly permitting the use of a taxicab for the illegal sale or purchase of 
alcoholic beverages. 

(8) Knowingly permitting the use of a taxicab for prostitution, soliciting or pandering, or 
knowingly permit a taxicab to transport persons to houses of ill fame. 

(9) Willful or continued failure to comply with the provisions of this article or any other law or 
ordinance regulating the operation of public vehicles and taxicabs within the City. 

(10) Conviction of a felony. 

(11) Conviction of Larceny. 

(12) Conviction of driving while intoxicated. 

(13) Failure to have each taxicab in operation a minimum of thirty (30) days per calendar 
quarter. 

B. Failure of owner or operator to comply with the above, or to comply with any administrative 


requirements within one hundred and eighty (180) days of the suspension of the Certificate of 
Public Convenience and Necessity, shall result in the Certificate being revoked by the City 
Manager upon the recommendation of the Chief of Police from the Traffic Bureau Commander. 


9. The City Manager shall give notice in writing to the owner or holder of the certificate when he deems it 
necessary to revoke or suspend a Certificate of Public Convenience and Necessity. The Traffic Bureau 
will maintain complete files of such revocation or suspension and will insure compliance. 


10. Certificates of Public Convenience and Necessity may be revoked at any time in accordance with Section 
37-56 of the City Code. (Section 37-58) 


11. Complete records of Certificates of Public Convenience and Necessity that are issued, and all renewals, 
suspensions, and revocations, shall be kept by the Chief of Police in the office of the Traffic Bureau. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Taxi Driver Permits ADM | 37 
Effective: 02.03.77 | REPRINT OF 82-1026 2 pages 


POLIC Supersedes: | N/A 


APPROVED: E. Ronald Boone, Chief of Police 


PURPOSE: The purpose of this order is to establish policy and procedures for the issuance of Taxi Driver’s 
Permits. 


POLICY: The Traffic Bureau will be responsible for the issuance of Taxi Driver Permits pursuant to Section 37- 
91 through 37-107 of the Code of the City of Portsmouth. No person shall drive a taxicab in the city unless he/she 
possesses a Taxi Driver’s Permit. 


PROCEDURES: 
1. Application for a Taxi Driver’s Permit can be obtained from the Traffic Bureau. 
2. Application must be filled out in entirety and taken before a Notary Public to be notarized. On completion 


of application, applicant must return to the Traffic Bureau to be processed. The processing of these 
permits takes place on Tuesdays and Thursdays from 1400 to 1600 hours. 


3. Applicants must be 18 years old or older. All applicants who apply for a taxi driver’s permit will be 
processed in the following manner: 


A. Applicant Form will be filled out in the Traffic Bureau (See attachment) 

B. Applicant will hand carry form to Central Records where NCIC and criminal record checks will be 
made. 

C. If applicant does not have a local record, he or she will have to be processed by the I.D. Bureau. 


There will be a fee for all applicants who do not have a local record and have to be photographed 
and fingerprinted. 


A. After being processed, applicant will return Applicant Form to the Traffic Bureau. 
5. The Traffic Bureau will conduct an investigation of all applicants who apply for a Taxi Driver’s permit. 
6. Upon completion of the investigation and receiving applicant's driver’s record from DMV, a Taxi Driver's 


Permit can be issued if all requirements are satisfactory. 


7. Applicants will be notified to report to the Traffic Bureau between the hours of 1400 — 1600, on Tuesday 
or Thursday to receive a Taxi Driver Permit. Each applicant will furnish three photos of himself/herself 
(Size 1 3⁄4 X 2%”). 


8. The yellow copy of the Taxi Drivers Permit will be issued to the applicant. This permit will be filled out 
completely in the Traffic Bureau and will be displayed at all times when taxicab is being operated by 
applicant. (See attachment 2) 


9. The white copy of the Taxi Driver’s Permit shall be filled out completely and kept on file in the Traffic 
Bureau. 
10. There is a fee for all Taxi Driver Permits, payable at the Central Record Bureau. This is in addition to any 


processing charges. 
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11. 


12. 


13. 


14. 


15. 


If a Taxi Driver’s permit is lost, stolen, or destroyed, the person can apply for another permit by going to 
the Traffic Bureau following the above procedures. 


There is a $5.00 fee for a duplicate Taxi Driver Permit, to be collected by Central Records. 


Taxi Drivers permits will be revoked upon the recommendation from the Chief of Police to the City 
Manager for violation of sections of City Code 37-103. 


Persons whose Taxi Drivers permit has been revoked under the provisions of this code section will not be 
reissued a permit for a period of at least six months. Records on all Taxi Drivers Permits are kept on file 
in the Traffic Bureau. 


Taxicab Driver’s permits shall be issued as of the first day of May of each year and shall be effective for 
one year unless sooner suspended, revoked, or cancelled. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Property and Equipment ADM | 38 
Effective: 06.01.76 | REPRINT 84-439 1 page 
POLIC Supersedes: | Series 439 (06.01.75) 


APPROVED: Phillio L. Ash. Jr. Chief of Police 


Members and employees of the Portsmouth Police Department shall be held responsible for the proper care and 
the use of Department property and equipment assigned to or used by them. 


Members and employees of the Portsmouth Police Department shall operate Department vehicles and any other 
equipment in such a manner as to avoid injury to persons or damage to property. They shall, before use, 
examine any vehicle or equipment assigned to them and report any operational defects to their supervisor. 
Failure to report damage or defects will create the presumption that no inspection was made, or that damage was 
caused by the officer picking up the vehicle. 


Members and employees of the Portsmouth Police Department shall be responsible for the care of Department 
property of every description and the prompt reporting of loss, damage, or defects. 


No person shall be permitted to ride in a police vehicle unless necessary to the police function or unless 
authorized in written form by the Chief of Police. 


Members and employees of the Portsmouth Police Department shall not temporarily nor permanently convert any 
department property or equipment to their own private or personal use or the sue of any other person. 


If a member or employee of the Portsmouth Police Department terminated his or her employment with the 
Department, all equipment issued to same shall be returned to the property and Evidence Bureau on the same 
day that the termination is effective. If the Property and Evidence Bureau is closed then all equipment shall be 
returned to that individuals commanding officer, who will inventory the property, give a receipt for it, and 
subsequently turn all property, with inventory, in to Property and Evidence. Failure to return all items of City 
property may result in legal action being taken. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Departmental Property Inventory Control ADM | 40 
Effective: 08.01.77 | REPRINT OF 84-1222 1 pages 
Supersedes: | N/A 


APPROVE: E. Ronald Boone, Chief of Police 


PURPOSE: The purpose of this order is to allow for more efficient and effective control of city 
owned/departmental property items and to outline custodial responsibilities of departmental personnel. 


POLICY: It shall be the responsibility of each division and/or bureau commander to maintain a perpetual 
inventory of all city departmental property assigned to his respective bureau or division and to report any change 
of inventory status to the Support Services Division Commander. 


PROCEDURES: 


1. 


10. 


Any item of equipment, furniture, accessory, etc., having an expected useful life of more than one year 
and having a value of $5.00 or more must be maintained on the departmental inventory. 


Any purchase or receipt of departmental property, whether by city or grant funds, gifts, donation, or 
conversion from the Property and Evidence Bureau, must be reported promptly to the Support Services 
Division Commander. 


All receipts for purchase must be given to the Support Services Division Commander. 


The Property and Inventory Clerk will report to the Support Services Division Commander any failure on 
the part of any bureau/division commander to properly submit inventories by specified deadlines or to 
make proper notification of acquisition, corrections or changes in inventory status. 


Any item of city/departmental owned property that becomes lost, stolen, or unserviceable must be 
reported immediately to the Support Services Division Commander for proper disposition (deletion from 
inventory, repair, trade-in, etc.) An offense report must be made on all stolen and/or lost inventory items. 
One copy of the offense report will be maintained by the Support Services Division of the lost/stolen items 
file. 


Any transfer of an inventory item from one location, bureau, division, etc., must be reported to the Support 
Services Division Commander. 


A physical inventory of all items assigned to each respective bureau or division will be conducted 
quarterly by the bureau or division commander or his designate. Commanders will be held accountable 
for reporting any change (missing item, unreported purchase, etc.) to the Support Services Division 
Commander, along with a suitable explanation for such change. 


The Support Services Division Commander will maintain a running inventory worksheet for recording, as 
reported, any inventory acquisitions, deletion, change or correction. This worksheet will be submitted 
quarterly upon completion of the inventory as required by the Finance and Accounting Department. 


The Support Services Division Commander will review the quarterly inventory reports and make any 
recommendations to the Finance and Accounting Department with respect to deletion of inventory items 
deemed to have insufficient value or worth to be carried on inventory. 


The Support Services Division Commander will see to it that all acquisitions of city/departmental property 
are properly reported to the Finance and Accounting Department and that the correct inventory tags are 
placed on the new items as soon as the tags are received from the Accounting and Finance Department. 
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Portsmouth, Virginia Police Department 
General Orders Manual 
Accountability, Issuance, and Control of City Property ADM | 42 
Effective, 12.01.75 | REPRINT OF 84-1214 2 pages 
POLIC Supersedes: | WA 
APPROVED: Phillip L. Ash. Jr. Chief of Police 


PURPOSE: The purpose of this order is to establish procedures to insure the proper issuance and control of all 
city property. 


POLICY: 

1. The Support Division Commander shall be responsible for control, accounting and issuance of all 
property. 

2. All commanders will be responsible for property assigned to their particular division or bureau. 

3. All individuals will be responsible for the proper care, utilization, control, and turn in of all property issued 
to them. 

PROCEDURE: 

1. Definition: City owned property shall include any item which has an expected useful life of more than 


one year, and which has been acquired by purchase, (whether by city, state, or federal funds.), by gift, 
constructed by City employees, or by transfer from another department. 


2. The Support Division Commander has the primary responsibility for accountability, issuance, and control 
of property and may delegate this. 


3. The Property and Evidence Commander or his delegate shall be responsible for issuance, inventory, and 
control of all property. 


4. The Support Division Commander is charged with the responsibility for the purchase or requisition of 
property for Portsmouth Police Department use. No property will be purchased without his prior approval, 
or the approval of the Chief or Assistant Chief. 


5: An inventory will be conducted quarterly (January 1, April 1, July 1, and October 1) in order to maintain an 
accurate accounting of property. 


A. The Property and Evidence Officer shall require the inventory clerk to prepare a quarterly 
inventory work sheet on acquisitions, deletions and changes in information pertaining to property 
to be submitted to the City Purchasing Department. 


B. A duplicate of this work sheet will be kept on file for two years in the Property and Evidence 
office. 

C. After the worksheet has been submitted to the City Purchasing Department, the inventory clerk 
will receive a quarterly property computer printout. 

D The inventory clerk will review the printout for any discrepancies and notify the Property and 
Evidence Officer of any discrepancies. 

E: The computer printouts will be kept on file for two consecutive quarters. 

6. All property delivered to the police department will be inventoried by the Property and Evidence Office to 


determine quantity and quality. The Property and Evidence Office will not accept any property not 
meeting requisition specifications or any damaged property without prior approval of the Support Division 
Commander. 
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7. All persons issued property will be responsible for the proper maintenance, utilization, and turn in of the 
property. 


8. Property issue records of the Property and Evidence Office will show date, type, 
quantity, signature of person receiving, and bureau to which assigned. 


9. Uniform and uniform accessory issue records of the Property and Evidence Office will show name, rank, 
height, weight, type, size, or serial number, quantity, and initials of person receiving. Uniform turn in 
records of the Property and Evidence Office will show type, returned, reissued, reason, date, initials, 
name, and rank. 


10. All persons issued uniforms or uniform accessories will, upon termination of employment, return all property to 
the Property and Evidence Office within 5 days of termination of employment. (This includes auxiliary 
police officer.) Whenever an employee terminates employment and fails to return city owned property, 
the Property and Evidence Office will take action to recover the property. 


11. All damaged property will be reported to the Property and Evidence Office. 


12. Anyone moving property from one location to another within the building or outside the building will notify the 
Property and Evidence Office. 


13. Anyone desiring to dispose of property must notify the Property and Evidence Office and complete a request 
for property disposition form. The Property and Evidence Office will obtain necessary approval and the 
form will be submitted to the Purchasing Department. A copy of the request will be kept on file for at least 
two years. 


14. Requests for the acquisition of property requiring purchase or construction will be made to the Property and 


Evidence Commander who will coordinate the request with the Support Division Commander. All newly 
acquired or constructed property will be reported to the Property and Evidence Office. 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Police and Citizen Awards ADM 4 
Effective: 08.29.13 6 pages 
Supersedes: 03.05.12 CALEA: 26.1.2 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To recognize Police Department personnel and community members for outstanding acts of 
public service. (26.1.2) 


GUIDELINES: It is the Department’s policy to publicly recognize and reward extraordinary, 
exceptionally meritorious, or outstanding acts of heroism and other actions, which are above and beyond 
those normally expected, and which distinguish the individual from those performing similar acts. 
DEFINITIONS: 

Police Employee: Both sworn and civilian personnel. 


Sworn Employees/Personnel: Police Officers, Police Sergeants, Police Lieutenants, Police Captains, 
Police Commander, Assistant Police Chief and the Chief of Police. 


Civilian Employees/Personnel: Administrative Support Staff, Dispatchers, Animal Control Officers, 
Security Guards and Forensic and AFIS personnel. 


PROCEDURES: 
I. Honor Board 


A. The Chief of Police will establish an Honor Board that receives and reviews award recommend- 
ations. The Chief of Police or designee will select honor board members. A new board shall 
be selected annually from a cross section of the police department, however this does not 
prohibit past members from being re-selected. The Honor Board shall consist of seven members. 

B. Honor Board members will select a chairperson who will forward award nominations to the 
Chief of Police or Designee. 

C. The Chief of Police or designee will deliver the Honor Board’s charge. 


II. Nomination Procedures: Any Department employee or community member can submit award 
nominations. To ensure that the qualifications as described in this policy are met, the nominating 
person or organization should have knowledge of the event through personal observation, or as a result 
of an investigation into the event. 


A. Letter of Nomination: The letter of nomination will include, at a minimum, the following 
information: 
1. Describe the reasons for the nomination. 
2. Date and location of the event. 
3. Names of all persons involved, the nature of their involvement, and the recommended award. 
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4. Specific, detailed actions meriting the award, and any other pertinent information. 


B. Timely nomination is essential to a successful awards program. A nomination must be 
submitted to the designee as soon as possible following the act on which it is based, or by the 
deadline. All nominations should be appropriately justified and sufficiently detailed to allow 
for proper evaluation. Employees shall place their nominations in the designated folder in Police 
Records. 


C. Upon convening of the Honor Board, members will conduct a review of the circumstances 
surrounding the nomination. The Honor Board will forward a final recommendation regarding 
the award to the Chief of Police for his or her final decision. 


D. The Chief of Police will forward nominations from Civic Organizations to the designee. 
III. Awards and Decorations: The following awards have been established in their order of importance: 


A. POLICE CROSS: Awarded to the family of a police officer who has made the supreme sacrifice 
of his or her life while in the line of duty. Line of duty is not restricted to actual duty hours, but 
may also cover any time where an officer is acting in an official and sanctioned law enforcement 
capacity. The award shall consist of a medallion and a plaque bearing the officer's shield, 
photograph, and a description denoting the circumstances of the death. A duplicate plaque shall be 
placed on display on the Wall of Honor. 


B. MEDAL OF HONOR: Awarded to a Police employee who distinguishes him or herself 
conspicuously by gallantry, personal bravery, and intrepidness at the risk of his or her own life, 
above and beyond the call of duty. The deed performed must have been one of personal bravery or 
self-sacrifice so conspicuous as to clearly distinguish the individual from his or her peers. The 
award shall consist of a certificate, and the decoration of the medallion and ribbon. The Medal of 
Honor recipient shall be further recognized by a plaque displayed on the department's Medal of 
Honor Wall. 


C. MEDAL OF VALOR: Awarded to a Police employee who distinguishes him or herself through an 
act of extraordinary heroism not justifying the Medal of Honor. The act may involve imminent 
personal hazard while carrying out police duties, while saving a life, and similar situations which 
are considered above and beyond the normal call of duty. The act should have been notable so as to 
set the recipient apart from his or her peers. The award shall consist of a certificate and the 
decoration of the medallion and ribbon. 


D. LEGION OF HONOR: Awarded to an employee who is feloniously and seriously injured in the 
line of duty. The felonious act shall be that activity outlined in the criminal code dealing with 
violence directed against an individual. The award shall consist of a certificate and the decoration of 
the medallion and ribbon. 


E. LIFE SAVING: Awarded to an employee who distinguishes him or herself through an act of 
lifesaving not justifying the Medal of Honor or Medal of Valor. Only one award is authorized for 
any one incident regardless of the number of lives saved. The award shall consist of a certificate and 
the decoration of the medallion and ribbon. 
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F. MERITORIOUS CONDUCT: Bestowed upon an employee who distinguishes him or herself by 
performing his or her duties in a manner that clearly exceeds what is normally required or expected, 
or for a highly accreditable accomplishment. The award shall consist of a certificate and the 
decoration of the medallion and ribbon. 


G. CHIEF’S AWARD: Awarded to Department members, at the sole discretion of the Chief of 
Police, in special recognition of exceptional contributions to the Department’s goals. The award 
shall consist of an acrylic statue and ribbon. 


H. POLICE OFFICER OF THE YEAR: Bestowed upon one police officer in recognition of those 
qualities which distinguish him or her as a professional in the field of policing. It shall serve as 
proper recognition among fellow officers and the public for this individual's dedication to duty, 
outstanding job performance, unsullied moral character, exceptional community/civic leadership or 
service, professional police image and bearing. The nomination letter will be sent directly to the 
Chief of Police and must specify “of the year award.” The Command Staff shall make the final 
selection among the nominations forwarded considering the following criteria: the officer shall have 
better than average disciplinary record; shall be rated in the "meets or exceeds" column on all areas 
of the past year's evaluations; shall not be nominated as a gesture not deserving of the award or for 
appreciation or retirement only. The recipient shall receive a certificate and decoration of a 
medallion and ribbon. 


I. DISPATCHER OF THE YEAR: Bestowed upon one dispatcher in recognition of those qualities 
which distinguish him/her as a professional in the field of emergency communications. It shall serve 
as proper recognition among fellow employees and the public for this individual's dedication to 
duty, outstanding job performance, unsullied moral character, professional image and bearing. The 
nomination letter will be sent directly to the Chief of Police and must specify “of the year award”. 
The Command Staff shall make the final selection among the nominations forwarded considering 
the following criteria; the dispatcher shall have a better than average disciplinary record; shall not be 
nominated as a gesture not deserving of the award or for appreciation or for retirement only. The 
recipient shall receive a certificate and decoration of a medallion and ribbon. 


J. CIVILIAN OF THE YEAR: Bestowed upon one civilian employee in recognition of those qualities 
which distinguish him or her as a professional in the field of police department operations or 
extensions thereof. It shall serve as proper recognition among fellow employees and the public for 
this individual's dedication to duty, outstanding job performance, unsullied moral character, 
professional image and bearing. The nomination letter will be sent directly to the Chief of Police 
and must specify “of the year award”. The Command Staff shall make the final selection among the 
nominations forwarded considering the following criteria; the civilian employee shall have better 
than average disciplinary record; shall not be nominated as a gesture not deserving of the award or 
for appreciation or for retirement only. The recipient will receive a certificate and decoration of a 
medallion and ribbon. 


K. SUPERVISOR OF THE YEAR: Awarded to a first-line supervisor, either sworn or civilian, who 
exemplifies the core values and principles that are essential to the success of both the agency and 
the employees under their command. The nomination letter will be sent directly to the Chief of 
Police and must specify “of the year award”. The Command Staff shall make the final selection 
among the nominations forwarded considering the above criteria. The recipient will receive a 
certificate and decoration of medallion and ribbon. 
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L. AUXILIARY POLICE OFFICER OF THE YEAR: Bestowed upon one auxiliary police officer in 
recognition of those qualities that distinguish him/her as a professional in the field of policing. It 
shall serve as proper recognition among fellow officers and the public for this individual's 
dedication to duty, outstanding job performance, unsullied moral character, professional police 
image and bearing. The nomination letter will be sent directly to the Chief of Police and must 
specify “of the year award”. The Command Staff shall make the final selection among the 
nominations forwarded considering the following criteria: the officer shall have better than average 
disciplinary record; shall not be nominated as a gesture not deserving of the award or for 
appreciation only. The recipient will receive a certificate and decoration of a medallion and ribbon. 


M. QUARTERLY EMPLOYEE (OFFICER, DISPATCHER, CIVILIAN, TEAM): Given to an 
employee or team in recognition for performance of duty above and beyond the norm as measured 
for the quarter. Nominations are made to the Chief’s Designee and recipients are chosen by the 
Command Staff. Anyone can make nominations for the award. Quarterly nominations will also be 
considered for other annual awards. The recipients shall receive a certificate and, in some cases, a 
reserved parking space for the quarter, and a ribbon. 


N. OUTSTANDING JOB PERFORMANCE: Given to an employee in recognition of outstanding 
performance in carrying out his or her duties. This decoration may be considered the "next level" of 
recognition up from the Letter of Commendation, which may be given by a supervisor for work 
well done. Areas of consideration may be the effecting of a unique arrest, conducting an outstanding 
investigation, performing or implementing special functions or projects which reflect favorably 
upon the department or City, and a multitude of other outstanding acts or deeds. This is not limited 
to only an individual, but may include a unit or team award based on a group effort. Each recipient 
shall receive a certificate and decoration of a ribbon. 


O. SERVICE AWARD: Signifies an employee’s years of service. They are worn in five-year 
increments, and are authorized to be worn after five years of service have been given. 


P. MILITARY SERVICE AWARD: Given to an individual who is activated to a non-training 
military deployment for more than six (6) months or for acts of domestic or foreign terrorism, or 
natural or manmade disasters. Members must submit a copy of their orders to the Administrative 
Services Division. The individual will be recognized when they return from deployment at the 
annual awards ceremony. Each recipient will receive the decoration of a ribbon. 


Q. LETTER OF COMMENDATION: Given for acts or services which do not meet the criteria for 
other awards or decorations. A citizen or any employee can initiate this type of recognition and it is 
generally for exceptional work, or appreciation for services performed by a Department employee. 
The letter of Commendation should be typed and forwarded through the chain of command. The 
flow may be up or down depending upon the letter’s point of origin. The Chief of Police’s secretary 
shall prepare for the Chief's approval a cover letter to the letter of Commendation to accompany 
said letter. A copy shall be made available to the officer and a copy filed in the employee’s 
personnel jacket in Police Personnel. Supervisors are encouraged to make appropriate and timely 
use of this form of appreciation whenever an employee has earned such commendation. 


R. SERVICE TO LAW ENFORCEMENT AWARD: Given to a private citizen, organization, or 


member of another agency who either rendered significant assistance to a Department member or 
aided the department in the accomplishment of its mission or with solving a crime. Volunteers will 


ADM-43 Police and Citizen Awards (03.29.13) 4of6 


be recognized by receiving a lapel pin with the number of years for volunteering in increments of five, 
ten, fifteen and twenty. The recipients of this award shall receive a certificate. 


IV. Wearing of Awards: Employees will wear awards centered above the right side shirt pocket, even with 
the top of the pocket. The highest-ranking award worn is to the left, or closest to the heart. The ranking 
is as follows (in descending order): 


A. Medal of Honor 
1. First — gold frame 
2. Two or more — gold stars for each award 
B. Medal of Valor 
1. First — bronze V 
2. Second — silver V 
3. Third- gold V 
Legion of Honor 
. Lifesaving Award 
Meritorious Conduct 
Chief’s Award 
. Employee of the Year 
1. Officer 
2. Dispatcher 
3. Civilian 
4. Auxiliary 
5. Supervisor 
H. Employee of the Quarter 


omm 


1. Officer 

2. Dispatcher 
3. Civilian 

4. Team 


I. Outstanding Job Performance 
J. Service Award 
1. Five years — bronze star 


2. Ten years — silver star 
3. Fifteen years — gold star 
4. Twenty years — gold and bronze stars 
5. Twenty-five years — gold and silver stars 
6. Thirty years — two gold stars 
7. Thirty-five years — two gold and one bronze star 
8. Forty years — two gold and one silver star 
9. Forty-five years or more — three gold stars 
K. Military Service Award 
L. Special Awards (i.e., Isabel ribbon) 
M. Ribbons awarded by specialized training schools such as the FBI National Academy or the Southern 
Police Institute if the ribbon is of the same size and material as Department issued ribbons. 
N. All other multiple awards will have a bronze oak leaf cluster affixed for the second award, a silver 


oak leaf cluster for the third award, or a gold oak leaf cluster for a fourth or subsequent award. In 
this case only one bar will be worn for each award. 
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O. Personnel will wear only authorized ribbons on their uniforms. 


P. Non-Departmental/Special Awards: Employees may receive awards from other agencies or 
organizations that are not compatible with the bars are authorized by the Department. Examples 
are those presented for Game Warden of the Year, awards from the Police Work Dog Association, 
and other similar groups. The recipients of these awards may request permission in writing from the 
Chief of Police to wear these awards in place of one of the two specialty pins authorized for wear on 
the right pocket flap. 


V. Retirement: The Chief of Police, or designee, is responsible for ensuring retirement presentations are 
prepared as follows. Retirement presentations are based on the total cumulative years of service with the 
City of Portsmouth and the Portsmouth Police Department. 


A. Sworn personnel: 
1. Ten to 14 years of service: the recipient shall receive a certificate with the years of service. 
2. Fifteen to 19 years of service: the recipient shall receive a certificate with the years of service 
and an acrylic statue. 
3. Twenty years and up: the recipient shall receive a certificate with the years of service and a 
shadow box. 


B. Civilian personnel: 
1. Ten to 14 years of service: the recipient shall receive a certificate with the years of service. 
2. Fifteen to 19 years of service: the recipient shall receive a certificate with the years of service 
and an acrylic statue. 
3. Twenty years and up: the recipient shall receive a certificate with the years of service and an 
acrylic clock statue. 


VI. Any employee who retires from the Police Department under dishonorable circumstances such as due 


to criminal or pending criminal charges is not eligible for the retirement presentations outlined in this 
general order. 


Approved: 


Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Reimbursement of Travel Expenses ADM | 44 
Effective: 09.01.75 | REPRINT OF 17-618 4 pages 


POLIC Supersedes: | N/A 


APPROVED: Phillip L. Ash, Jr, Chief of Police 


PURPOSE: The purpose of this order is to establish policy and procedure for out of town travel by personnel of 
the Portsmouth Police Department on official business. 


POLICY: Police personnel traveling out of town on official business will be responsible for following procedures 
established for that purpose. 


PROCEDURES: 


A. Description of Out of Town travel. For the purpose of this policy, out of town travel is all travel 
outside the city’s limits with the exception of the following types of travel: 


1. Travel between the city and adjacent cities and counties where physical facilities of the 
city are located. 
2. Short trips or day trips where the traveler is not required to be away from his official 


station overnight. 


B. Transportation: 
1. The type of transportation used for any trip must be based on the following: 
a) The distance to be traveled 
b) The number of persons making the trip. 
c) The time involved and the cost of the transportation. 
2. Criteria to be considered when selecting the mode of travel. 
a) City Vehicles 
(1) City vehicles must have preference as a means of travel. Without 


question, city vehicles should be used for all day trips and other trips 
whenever possible subject to mileage limitations or other considerations 
stipulated in the policy. 

(2) All automobile expenses (gas, oil, etc.) accumulated while using the city 
vehicle must be documented with a receipt. 


b) Private Automobiles 


(1) The Chief of Police must authorize use of any employee’s private 
automobile. This authorization will be implemented only when other means 
of transportation are not feasible or when the city’s best interest is better 
served by this type of travel. 

(2) When an employee is required to use his private automobile, he will be 
reimbursed at a rate of $0.12 per mile. On travel voucher, make model, 
year, license number and miles driven must be shown for reimbursement of 
mileage. 
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c) Commercial Aircraft 


(1) When a trip is over 200 miles and air transportation is available; the 
feasibility of traveling by air should be considered. For any distance 
under 200 miles, air travel should be considered if it has been 
determined (by Fiscal Affairs Officer) to be the most economical and 
feasible means of travel. 


(2) The fare of commercial air transportation on any trip should not exceed 
the regular tourist fare except when no tourist accommodations are 
available 

(3) Cost of air travel must be sustained by a copy of the paid ticket. 

d) Other 
(1) Travel by other means of transportation (train, bus, etc.) may be 


authorized; however, these shall be used only when categories (a) — (c) 
above have been determined not practical. 

(2) No traveler shall be allowed mileage or transportation when he is 
transported by another traveler who is entitled to mileage or 
transportation expenses. 

(3) Use of commercial rental autos must be authorized by Finance Director 
prior to the trip. If the rental car is allowed documented explanation of 
the need of a rental car plus receipts should accompany the travel 
voucher. 


C. Lodging 


Employees or official representatives of the city will be reimbursed for 
actual costs of lodging at the single occupancy rate except in cases 
where single occupancy accommodations were not available or not in 


best interest of the city. Cost of lodging must be substantiated by paid bills. 
D. Meals 


Actual expenses for subsistence while on official business will be 
reimbursed provided. 
1. The trip is outside city limits other than cities or counties where physical facilities 
of the city are located and the travelers is required to be away from his official 
duty station after normal working hours. 


2. All meals including gratuities are to be itemized on the travel voucher. Gratuities 
may not exceed 15% of the meal cost per day. 
3. The meal is not a part of a seminar or business program, which has previously 


been paid for in the registration fee. 


E. Incidental Expenses 
1. The following incidental traveling expenses will be reimbursed while on official business: 
a) Ferry fares and bridge, road and tunnel cost. 
b) Parking charges. 
c) Registration fees for conference, conventions, and seminars. 
d) Tip and gratuities (other than meals). 
e) Taxi, Bus, and subway fares. 
f) Telephone and telegraph charges in conducting Official City business. 
g) Valet or laundry service (only when on trip more than one week). 


e Receipt Required 
2. The following items are examples of non-allowable costs. 
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a) Entertainment costs (including cost of alcoholic beverages). 


b) Health club expenses 
c) Excessive gratuities 
d) Travel insurance premiums. 
e) Cost of traveler's checks. 
f) Personal phone calls or telegrams. 
F. Responsibility of the Traveler 
1. It is the responsibility of the traveler to prepare the voucher for reimbursement of travel 


expenses for official travel in accordance with the established city travel policies. 


2. It is the traveler’s responsibility to submit his travel voucher and receipts no later than two 
working days after his trip occurred. 


3. The Accounting Department will reject any reimbursement claims, which are not in 
accordance with current policy. 


G. Approving Authorities 


1. All employees travel authorizations and reimbursements shall be made only on the 
authorization of the Chief of Police. All travel vouchers for employees will be approved 
by the Fiscal Affairs Officer subject to review by the Finance Director. 


2. The Chief of Police will have his travel authorizations and travel vouchers approved by 
the City Manager. 


H. Advancements of Authorized Travel 


1. Employees authorized by the Finance Director to secure advance funds must do so ten 
days before the date of start of travel. Settlement on such an advance shall be made in 
accordance with F-2 of this policy or the employee will lose the privilege of requesting 
travel advance funds. 


l. Auditing Travel Expenses 


1. The Finance Director will make periodic review of travel voucher and verify their 
compliance with this directive. 


2. The Certified Public Accountants will, during their annual audit, report any irregularities 
and non-compliance to the Finance Director and City Auditor. 


J. Travel Expense Paid by the City of Portsmouth 


1. Any employee of the department must file upon his return from a school or from traveling 
on official business, a travel expense voucher within (2) two working days, including 
weekends and holidays. Upon completion, forms will be forwarded to the Fiscal Affairs 
officer for audit and approval. 


2. Failure to comply with the contents of this policy could result in a financial loss to the 
person or persons involved. Pay particular attention to the requirements of receipts; 
expenses not substantiated by acquired receipts accompanying travel voucher will not be 
paid. 


3. Personnel are instructed that the purpose of their travel is to benefit the City of 
Portsmouth, Virginia; therefore, expenses of purely personal desires are not proper 
expense items. It is requested one by austere and purchase only those services which 
are necessary and from the most reasonable source. Activities exclusively for personal 
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entertainment, even though related by time, place, or name with the purpose of the travel, 
are not proper expenses. Those activities listed in the schedule of events covering the 
travel activity are normally not exclusively for personal entertainment. 


4. Each officer is responsible to make sure he is not subpoenaed to appear in court for any 
cases during the dates of the trip or school. 


5. All officers are to be aware of the fact that there is a set amount for per diem and agree to 
limit their claim for subsistence to this amount. 


6. Any emergency that arises that may require needed funds for in state travel, i.e., pick up 
prisoner not reimbursable by state, the officer is to contact the Fiscal Affairs officer for 
assistance in securing the needed funds. 


K. Advance Funds (Prisoner pick-up out of state only) 


1. When an officer requires an advance of funds prior to picking up a prisoner outside of the 
state boundaries, he will fill out a payment request form. This form will be picked up from 
the Fiscal Affairs officer and filled out in accordance with exhibit B (attached). 


2. If the amount spent is less than the advance, the difference must be repaid to the city. If 
the amount spent is in excess of the money advanced, the city will reimburse authorized 
expense. 


3. Travel expense voucher will be submitted within (2) two days, excluding weekends and 
holidays, after trip is completed, and will be turned in to Fiscal Affairs Officer for audit and 
approval. 


A. Out of state travel to pick up prisoner that is to be reimbursable by the State of Virginia, 
the individuals will follow the State Comptroller’s instruction. (Exhibit C attached) 
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Portsmouth, Virginia Police Department 


Department Organization 
Collateral Duty ADM| 4 
Effective: 09.14.12 4 pages 
Supersedes: | 09.11.09 | CALEA: 16.2.4 (a) 
APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures for the review and development of collateral assignments, and for 
advertising vacancies, establishing prerequisite training or skill standards, selection criteria and 
processes; and to provide guidelines for terminating collateral duty assignments. 


POLICY: The Portsmouth Police Department provides a vast array of public safety services, many of 
which are handled as collateral assignments and duties. Collateral duties, as specified below, are neither 
transfers nor promotions, and are therefore exempt from the provisions of ADM-27, Transfer to 
Specialized Units. Selection for these duties shall be in accordance with this order. 


DEFINITIONS: 
Collateral Duty: Any duty or assignment which is secondary or subordinate to the employee’s primary 
assignment. Specialized training is generally required to improve/develop an employee’s proficiency in 


performing the responsibilities of the assignment. 


Specialized Duty Assignment: Any duty or assignment which removes an employee from the 
immediate scope of the Police Department, and shifts operational responsibility to an external agency. 


Committee Membership: Participation on committees that require obligations beyond the employee’s 
primary assignment. Specialized training is not generally required. 


Liaison Assignment: Employees will be assigned to, or will develop, professional liaison roles with 
outside agencies, firms, or social groups. Specialized training is not generally required, however subject 
matter expertise is encouraged. Identifying services and resources available to the public allows law 
enforcement personnel to refer citizens in need of such services for appropriate assistance. 


GENERAL INFORMATION 

I. Specialized Duty Assignments (16.2.4 a) 
A. Examples of specialized duty assignments include, but are not limited to: 

Task force operations (DEA, ATF, FBI, VSP, etc.); 

FBI National Academy or PELS attendance; 


Disaster recovery operations outside the Mutual Aid Agreement area; 
Other external assignments as designated by the Chief of Police. 


PwWNP 


II. Collateral Duty Assignments 
A. Examples of formally recognized collateral duty assignments include, but are not limited to: 
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1. Field Evidence Technician 9. Recruiting Team 

2. Police Training Officer 10. Polygraph Examiner 

3. Crisis Intervention Team Officer 11. Infection Control/Exposure Control 
4. Crisis/Hostage Negotiator Officer 

5. SWAT Officer 12. Respirator Program Manager 

6. Marine Patrol 13. Safety Manager 

7. Honor Guard 


B. Examples of informal ancillary/collateral duties may include, but are not limited to: 


1. Breath Alcohol Examiner 5. AED Officer 

2. Police Instructor 6. Technical Services Specialist 
3. Certified Crime Prevention Specialist 7. System Administrator 

4. Certified Child Passenger Safety Officer 8. Website Manager 


C. Other supplemental duties, in addition to the employee’s primary assignment, as may be 
assigned by the Chief of Police. 


IH. Committee Memberships 
A. Examples of committee memberships include, but are not limited to: 


Department Committees: Technology, Diversity, Honor Board, etc. 

City Committees: Auto Safety Review Board, Retirement Board, Tow Advisory Board, etc. 
Civic Committees: Ports Events, Old Town Business Association, etc 

State Boards: Committee on Training (DCJS), committees of state-wide impact (CIT 
Coalition, VACP boards/committees, etc). 

5. National/International Committees: NTOA, IACP, NOBLE, PERF, etc. 


eh 


IV. Liaison Duties 


A. The Police Department maintains liaison with the following agencies in our service area: 
1. Other criminal justice agencies, including but not limited to: 
a. Norfolk, Chesapeake, Suffolk, Virginia Beach, Hampton, Newport News Police 
Departments 
Portsmouth Sheriff's Office 
Tidewater Regional Jail 
Virginia State Police 
Virginia Port Authority Police 
Maersk Safety and Security 
Navy Regional Mid-Atlantic Police 
FBI, NCIS, DEA, ATF, ICS, FAA, USCG, Secret Service, US Marshal's Service 
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2. Emergency service agencies, including but not limited to: 
a. Portsmouth Fire, Rescue & Emergency Services 
b. American Red Cross 


c. PARES - Portsmouth Amateur Radio Emergency Services 
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d. Portsmouth Humane Society 
e. Tidewater EMS Council 
f. FEMA 


3. Other agencies and organizations, including but not limited to: 


a. Portsmouth Behavioral Scholarship Funds 
Healthcare Special Olympics 
b. Portsmouth City and Crime Line 


Media Relations Council 
Old Town Business Association 


Commonwealth’s Attorney’s 
Offices 

c. The United Way 

d. The Police Unity Tour 
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4. These duties primarily involve recognized, on-going, professional relationships with 
community or national partners, generally less formalized than committee membership. 
Liaison duties may be specifically assigned, or may arise through incidental professional 
development. 


5. Point of contact information from emergency service agencies is available through the 
Emergency Communications Center (ECC). 


6. The Police Personnel Unit will maintain a list of liaison personnel. 
V. Selection Process 


A. Assignment to specialized duty, collateral duty, committees, or liaison duties may be made at the 
sole discretion of the Chief of Police in order to meet department objectives and goals. 


B. The Chief of Police may authorize Bureau or Division Commanders to appoint employees to 
non-competitive assignments within their scope (e.g. Field Evidence Technicians, Breath 
Alcohol Operators, Task Force members). 


C. Competitive assignments shall be filled in accordance with specific position processes on file 
with Police Personnel. 


1. Competitive assignments under this policy are not transfers or promotions. 
2. Competitive assignments must be posted (published) for at least fourteen calendar days. 
Department-wide email constitutes publishing. 
3. Specific pre-requisites must be included in the position announcement: 
a. Prior formal education or specialized training. 
b. Work product submission. 
c. Specific knowledge, skills, and abilities. 
4. Generally, employees must have completed one full year of employment prior to 
appointment to specialized, collateral, or committee duties. Specific assignments may have 
longer length of service requirements. 
The specific selection process to be used must be included in the position announcement. 
6. Appointment to a specialized assignment shall be based on the qualifications of the 
applicants. The division commander or a designee shall interview all applicants as part of the 


uw 
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selection process, which will also include a review of personnel files and performance 
evaluations. 


VI. Term of Appointment/Assignment 


A. 


All collateral duties and assignments within the Police Department are assigned “at will” in the 
best interest of the department and may be terminated at any time by appropriate authority. 


Assignments with specialized training requirements will generally carry a two-year obligation to 
the assignment, in compensation for the training received. 


Employees may request to “resign” from collateral duties upon completion of the initial term of 
assignment or for specific good cause as demonstrated to the affected Division Commander. 


. Employees may be removed from collateral duties for a variety of reasons, including but not 


limited to: 


a. Performance deficiencies. 

b. Failure to obtain or maintain required training. 

c. Promotion or transfer. 

d. Loss of licensing or certification specific to collateral duty. 


APPROVED: 


Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 


Department Organization 
Search and Seizure ADM 46 
Effective: 10.08.15 13 pages 
Supersedes: | 01.23.12 | CALEA: 12-4 (ag) 
APPROVED: Dennis A. Mook, Chief of Police 


POLICY: The Fourth Amendment to the United States Constitution and Article I section 10 of the 
Virginia Constitution provide the basis for established law enforcement procedures relating to search 
and seizure. All Department activities conducted in this area must be consistent with the provisions 
of the United States and Virginia Constitutions and any applicable legal precedent. 


PURPOSE: To enhance the Department’s operational effectiveness and to limit exposure to liability 
by clearly outlining constitutional considerations associated with law enforcement search and seizure 
procedures. 

DEFINITIONS: 

Search: any government intrusion upon a person’s reasonable and justifiable expectation of privacy. 
Seizure: the exercise of control by the government over a person or thing. 

PROCEDURES: 


A. Introduction 


1. The Fourth Amendment to the United States Constitution prohibits the government from 
conducting unreasonable searches and seizures. 


B. The Written Warrant Requirement (see also OPR-06 — Search Warrant Procedures). 


1. The Supreme Court generally views a search and seizure as “per se unreasonable within 
the meaning of the Fourth Amendment unless it is accomplished pursuant to a judicial 
warrant issued upon probable cause and particularly describing the places to be searched 
and the items to be seized.” 


2. Both the federal and state constitutions strongly favor search warrants. 


3. "[T]he requirements of Virginia statutes controlling the issuance of search warrants and 
forbidding searches without a warrant ... are in substance the same as those contained in 
the Fourth Amendment" (Kirby v. Commonwealth). 


4. In Mapp v. Ohio the Supreme Court created the “exclusionary rule” to safeguard Fourth 
Amendment Rights. 
a. The exclusionary rule prohibits the use of evidence at a criminal trial when law 
enforcement officials seize it in violation of the constitution. 
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b. The primary purpose of the exclusionary rule is to deter future unlawful police conduct 
in the area of search and seizure. 


5. Under the good faith exception [to the exclusionary rule] evidence illegally seized is 
admissible if the officer conducting the search reasonably relied on a search warrant 
issued by a detached and neutral magistrate" (Atkins v. Commonwealth). 


6. The Fourth Amendment prohibits the police, in the absence of exigent circumstances, from 
making a warrantless or nonconsensual entry into a home for the purpose of making a 
routine felony arrest. Therefore, you must first obtain an arrest warrant and have a 
reasonable belief that the suspect is in the residence listed on the warrant before entering 
the home. 


7. Absent homeowner consent or exigent circumstances, officers must have a search warrant 
to enter and search for an individual with a warrant in a third party home. 


C. Exceptions to the Written Warrant Requirement 


1. Since all searches and seizures conducted without a warrant are per se unreasonable, once an 
officer conducts a warrantless search or seizure the government bears the burden of proof to 
to validate it by bringing it clearly within one of the recognized exceptions created by the 
Supreme Court. 


2. The established exceptions to the written warrant requirement are: 

a. Searches conducted incident to a lawful arrest. 

b. Probable cause searches conducted in the face of exigent circumstances (hot pursuit, 
evanescent evidence, special emergencies). 

c. Searches of motor vehicles based upon probable cause (Carroll Doctrine). 

d. Searches conducted for the purpose of cataloging a person’s property through established 
inventory procedures. 

e. Searches conducted pursuant to valid consent. 

f. There are also exceptions for law enforcement activities that are not considered searches 
within the meaning of the Constitution because the property in question is situated in 
open fields, has been abandoned, or the areas of concern are within plain view. 


3. Search Incident to a Lawful Arrest (1.2.4 g) 


a. An officer who makes a lawful, custodial arrest is permitted to conduct a contemporaneous 
search of an arrestee’s person (U.S v. Chadwick, Preston v. U.S.). While an officer is 
entitled to conduct a full search of the person this shall not be construed so as to allow a 
strip or body cavity search. Officers who conduct or authorize any strip/body cavity 
searches shall do so in strict compliance with the provisions of OPR-18, paragraph 3. 


b. Once an officer lawfully arrests a person, he or she may also conduct a search of the 
area within that person’s immediate control (Chimel v. California). The scope of such 
searches is strictly limited to “the area from within which the arrestee might gain 
possession of a weapon or destructible evidence.” Searches that exceed the scope of 
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the area within an arrestee’s immediate control are unlawful. 


c. An arresting officer can conduct a limited protective sweep in conjunction with an in- 
home arrest if he or she reasonably believes, based on specific and articulable facts, 
that the area to be swept harbors an individual posing a danger to those on the arrest 
scene (Maryland v. Buie, Michigan v. Long). 


d. If an officer has probable cause to make an arrest, a search incident to that arrest is not 
rendered invalid merely because it precedes the officer telling the defendant he or she is 
under arrest, provided that: 

1. Probable cause to arrest pre-exists the search; 

2. The search is not conducted in order to arrest; and 

3. The item(s) seized as a result of the search is not necessary to establish probable 
cause for the arrest. 


e. In Arizona v. Gant, the Court overturned the prior rule of New York v. Belton, which 
held that an officer who has made a lawful custodial arrest of a vehicle’s occupant 
“may as a contemporaneous incident of that arrest, search the passenger compartment 
of that automobile.” Absent consent or probable cause you cannot search a vehicle 
incident to the driver’s arrest. 


This decision has no bearing on probable cause based searches conducted under the 
automobile exception to the written warrant requirement (see section j below). In 
Michigan v. Long the Court held, and the Virginia Supreme court agreed, that the 
search of an automobile’s passenger compartment is lawful if the officer possesses 

a reasonable belief based on specific and articulable facts which, taken together with 
with rational inferences from those facts, that the subject is dangerous and may gain 
immediate control of weapons. The officer may also search the vehicle if he or she 
has probable cause to believe that evidence of a crime is contained therein. 


4. Exigent Circumstances (1.2.4 e) 


a. The Virginia Supreme Court has recognized the following factors in determining exigent 

circumstances justifying warrantless entries: 

1. The degree of urgency involved and the time required to obtain a warrant; 

2. Reasonable belief that contraband is about to be removed or destroyed; 

3. The possibility of danger to others, including officers left to guard the scene; 

4. Information that possessors of contraband are aware that the police may be on their 
trail; 

5. Whether the offense is serious or involves violence; 

6. Whether officers reasonably believe the suspects are armed; 

7. Whether there is, at the time of entry, a clear showing of probable cause; 

8. Whether the officers have strong reason to believe the suspects are actually present 
in the premises; 

9. The likelihood of escape if the suspects are not swiftly apprehended; and 

10. The suspects’ recent entry into the premises after hot pursuit. 
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b. In Mincey v. Arizona and Thompson v. Louisiana the Court addressed whether or not 
the seriousness of a criminal offense is sufficient justification to create an exigency 
allowing officers to conduct a warrantless search of a home. In both cases the crime 
involved was homicide, and in both the Courts held that the seriousness of the offense 
under investigation does not itself create exigent circumstances of the kind that under 
the Fourth Amendment would justify a warrantless search. 


c. In Mincey and in Hunter v. Commonwealth the Courts recognized “the right of the police 
to respond to emergency situations and make warrantless entries and searches when they 
reasonably believe that a person within is in need of immediate aid.” 


d. In Williams v. Commonwealth, the court held that a protective sweep of an apartment 
following an arrest outside was not a Fourth Amendment violation where officers 
reasonably believed that an individual in the home posed a threat to them. The court 
stated that “reasonable suspicion” rather than probable cause was the standard. 


e. Medical emergencies can also provide justification for a warrantless entry and/or search 
in certain situations under the “emergency aid doctrine.” In Wayne v. United States, the 
Court held that “when police...are confronted with evidence that would lead a prudent 
and reasonable officer to see a need to act to protect life or property, they are authorized 
to act on that information, even if ultimately found erroneous. What gives rise to genuine 
exigent circumstances is the need to protect or preserve life or avoid serious injury.” 


f. Officers may make a warrantless search and seizure when they are in “hot pursuit” of a 
suspect. The scope of such a search may be as extensive as reasonably necessary to 
prevent the suspect from resisting or escaping (Warden v. Hayden). When officers have 
probable cause and attempt to make a warrantless arrest in a public place they may 
pursue the suspect into a private dwelling (United States v. Santana). 


g. In Bunch v. Commonwealth, the court supported probable cause searches where an officer 
smelled the odor of marijuana. “Under the Fourth Amendment, probable cause may be 
be supported by the detection of distinctive odors. If an officer smells the odor of 
marijuana in circumstances where the officer can localize its source to a person, the officer 
has probable cause to believe that the person has committed or is committing the crime of 
possession of marijuana.” 


h. In U.S. v. Aquino, the Court held that “an exception to the warrant requirement that allows 
police fearing the destruction of evidence to enter the home of an unknown suspect 
should be... supported by clearly defined indicators that are not subject to police 
manipulation or abuse.” Accordingly, officers may not deliberately create emergency 
circumstances in order to circumvent the Fourth Amendment’s warrant requirement. 


i. In Schmerber v. California, the Court held that the Fourth Amendment is not violated by 
“compelled intrusions into the body for blood to be analyzed for alcohol content” so long as: 
1. The intrusion is “justified in circumstances” - that there is a “clear indication” that 
evidence of intoxication will be found; 
2. The test utilized is a reasonable one; and 
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3. The test is “performed in a reasonable manner” in a medical environment according 
to medically accepted practices. 


j. The Automobile Exception (1.2.4 c) 


1. In Carroll v. U.S., the Court established the automobile exception to the written warrant 
requirement. Before beginning any search under this exception, you must have probable 
cause to believe that a moving vehicle, or one that has temporarily stopped, contains 
fruits or instrumentalities of a crime or contraband. 


2. In Commonwealth v. Grimes the court re-emphasized that an officer may conduct a 
vehicle search if it is based upon “facts that would justify the issuance of a warrant, even 
though a warrant has not actually been obtained” and that “the automobile exception has 
no separate exigency requirement.” If a car is readily mobile and probable cause exists to 
believe it contains contraband, the Fourth Amendment permits police to search the 
vehicle without more. “The Fourth Amendment does not require that officers ascertain 
the actual functional capacity of a vehicle in order to satisfy the exigency requirements. 
The test is reasonableness under the circumstances.” 


3. In U.S. v. Ross, the Court addressed the permissible scope of searches allowed under 
the “automobile exception.” “Officers who have legitimately stopped an automobile 
and who have probable cause to believe that contraband is concealed somewhere 
within it, may conduct a probing search of compartments and containers within the 
vehicle whose contents are not in plain view.” 


4. When probable cause justifies the search of a lawfully stopped vehicle, it justifies the 
search of every part of the vehicle and its contents that may conceal the object of the 
search (Ross). 


5. In Wyoming v. Houghton, the Court ruled that ownership of an item or container has no 
impact on searches conducted under Ross. Accordingly, when an officer conducts a 
probable caused based search of an automobile, he or she may search any item or 
container that is capable of containing the object of the search, regardless of whether it 
is owned by the owner, operator or a passenger (also see Commonwealth v. Green). 


6. Officers may also search without a warrant any container they have probable cause to 
search once it is placed in a car (California v. Acevedo). However, you cannot search 
the rest of the car unless you have probable cause to do so. 


7. In Alabama v. White, the Court ruled that “information given by an informant whose 
inherent reliability has not been shown may nevertheless be used to establish probable 
cause (to search a vehicle) if the informant’s veracity is bolstered by the totality of the 
circumstances.” An independent police investigation “may be used to bolster the 
veracity of an informant’s information offered to establish probable cause to obtain a 
search warrant. Such observations, where the circumstances are exigent, may similarly 
be used to bolster the veracity of an informant’s information to establish probable cause 
to conduct a warrantless search.” 
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k. All of the above cases involved searches justified by exigent circumstances. It is 
important to understand that the scope of these searches must be limited to areas where 
where the object of the search might be found. 


1. Officers will not be able to justify the seizure of evidence from a closed drawer 
when the justification for the search was to possibly discover additional suspects. 


2. In cases where the evidence seized was found in plain view the Courts upheld the 
seizures because they found the officers to be legally in a position to observe the 
evidence based upon the reasonable belief that exigent circumstances existed. 


D. Impounds and Inventory Searches (See also OPR 21 — Towing and Impounding of 
Vehicles). (1.2.4 f) 


1. 


In South Dakota v. Opperman, the Court held that police may conduct an inventory of the 
contents of lawfully impounded vehicles as a routine, community caretaking function in 
order to protect the vehicle and the property in it, to safeguard the police and others from 
potential danger, and to insure against claims of lost, stolen or vandalized property. 


. In Colorado v. Bertine, the Court stated that “it is permissible for police officers to open 


closed containers during an inventory search of an impounded vehicle only if they are 
following standard police procedures that mandate the opening of such containers in 
every impounded vehicle.” 


. In Florida v. Wells, the Court re-emphasized the importance of “standardized criteria” or 


“established routine” impounded vehicle inventory searches. 


E. Stop and Frisk (1.2.4 b) 


1. 


In Terry v. Ohio, the Court held that “where a police officer observes unusual conduct which 
leads him reasonably to conclude in light of his experience that criminal activity might be 
afoot” the officer may briefly stop the suspicious person and make “reasonable inquiries” 
aimed at confirming or dispelling his suspicions.” When an officer is justified in believing that 
the individual...is armed and presently dangerous to the officer or to others,” the officer may 
conduct a pat down search “to determine whether the person is in fact carrying a weapon.” 


. The scope of the frisk is generally limited to a pat down of the outer clothing for concealed 


instruments of assault. 


. A stop occurs when police conduct is such that a reasonable person would believe that he or 


she is not free to leave (Michigan v. Chesternut). There is no rigid time limit for the length 

of an investigative stop. To determine whether the length of the stop is permissible, the Court 
considers: 1) the purpose of the stop; 2) the reasonableness of the time in effectuating its 
purpose, and; 3) reasonableness of the means of investigation. 


. If an officer lawfully stops a vehicle he or she may search the passenger compartment for 


weapons if he or she believes the occupant may be dangerous. The scope of the search is 
limited to areas in which a weapon may be hidden. Officers may also order the driver and 
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passenger out of the vehicle without suspecting criminal activity (Maryland v. Wilson). If an 
officer reasonably believes the driver may be armed, he or she may conduct a frisk 
(Pennsylvania v. Mimms). 


. Officers may not use anonymous tips as reasonable suspicion or probable cause for a stop 


and/or frisk. Officers may use such tips to initiate an investigation, however officers must 
establish their own reasonable suspicion or probable cause as to the individual’s suspected 
participation in criminal activity (Florida v. J.L.). 


F. Consent Searches (1.2.4 a) 


1. 


2; 


Officers may conduct a search without a warrant if the consent is voluntary and intelligently 

given (Schneckloth v. Bustamonte). An individual may limit or revoke consent. 

To determine if consent is voluntary or coerced, the court will examine a number of factors 

including: 

a. The presence of abusive, overbearing or dictatorial police procedure. 

b. Police use of psychological ploys, or subtle psychological pressure or language, or a 
tone of voice that suggests that compliance with the request may be compelled, 

c. Statements or acts by police which convey to the consenting party that he or she is not 
free to refuse the search or walk away from the officer. 

d. That a person already in custody or placed under arrest gave consent. 

e. That officers obtained consent despite the consenting party’s denial of guilt. 

f. That officers obtained consent only after the consenting party refused initial requests 
for consent to search. 

g. That the person gave consent after police blocked or otherwise impaired their progress, or 
in some other way physically restrained the individual, for example by the use of hand- 
cuffs, by surrounding the individual with uniformed officers, by physically maneuvering 
the individual in a particular direction, by coercing the individual to move from a public 
area to a private area, or by intimidating use of canines. 

h. That officers obtained consent only after the investigating officer retained possession of 

the consenting party’s identification or train, plane or bus ticket. 


. Factors that may suggest that consent was voluntarily given include: 
a. That the consenting party was not under arrest or in custody at the time of consent. 
b. That (if in custody) the consenting party’s custodial status was voluntary. 
c. That the consenting party was aware of his or her right to refuse consent. 
d. That the officer informed the consenting party prior to the request for consent of what 


exactly they were looking for. 

That the consenting party signed a “consent to search” form prior to the search. 

That the consenting party admitted his or her guilt prior to consenting to the search. 
That the consenting party used his or her own key to provide police with access to the 
area to be searched. 

That the consenting party demonstrated a cooperative posture throughout the encounter. 
That the consenting party was not in any way restrained by the police. 

That the consenting party was educated or intelligent. 

That the consenting party was no stranger to the criminal justice system. 
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4. When an officer asks an individual for consent to search a particular area and at the same 
time advises that he or she possesses or will shortly possess a search warrant, courts have 
ruled that they will deem the consent which follows as coerced. 


Different considerations may attach when an officer couples his or her request for consent 
with a statement that absent consent he or she will pursue a search warrant. If the officer 
has the requisite probable cause for acquisition of a search warrant at the time he or she 
makes the statement, a finding of involuntariness in this instance would be improper. 


5. The “knock and talk” is a lawful investigative technique that does not violate the Fourth 
Amendment. However, officers are cautioned that the way they conduct the knock can 
create a Fourth Amendment seizure; what is said and how officers talk during the course 
of a knock and talk are also significant factors in the assessment of whether the knock 
and talk is a consensual encounter or a seizure. 


6. In Ohio v. Robinette, the Court held that there is no requirement under the Fourth 
Amendment that police, during the course of a motor vehicle stop or other investigative 
detention, advise the person detained that he or she is “free to go” before the officer 
obtains a consent to search. 


7. In Illinois v. Rodriguez, the Court ruled that the Constitution is not violated “when officers 
enter a residence without a warrant because they reasonably (though erroneously) believe that 
the person who has consented to their entry is a resident of the premises,” or has common 
authority over the premises. 

a. “As with other factual determinations bearing upon search and seizure, determination of 
consent must be judged against an objective standard: would the facts available to the 
officer at the moment warrant a man of reasonable caution in the belief that the consenting 
party had authority over the premises? If not, then the entry is unlawful unless authority 
actually exists. But if so, the search is valid” (Rodriguez). 


b. Officers may not enter a home to seize evidence based upon the consent of one occupant in 
a case where a co-occupant is present and objects to the entry (Georgia v. Randolph). 


c. The consent of one who possesses common authority over premises or effects is valid as 
against the absent, non-consenting person with whom that authority over the premises is 
shared (Randolph). 


8. In Florida v. Jimeno, the Court held that “the scope of a search is generally defined by its 
expressed objective.” Here the officer requested consent to search Jimeno’s car and informed 
Jimeno that he suspected he was carrying narcotics. It was, therefore, “objectively reasonable 
for the police to conclude that the general consent to search included consent to search 
containers within that car which might bear drugs.” 


G. Privacy Expectations 
1. Police conduct only implicates the Fourth Amendment if it intrudes into an area (or 


significantly interferes with the possession of an item) in which an individual has 
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“manifested a subjective expectation of privacy...that society accepts as objectively 
reasonable” (California v. Greenwood). 


2. Thus a two-part inquiry is necessary where the court questions: 
a. Whether an individual has exhibited an actual or subjective expectation of privacy in 
the area or item in question; and 
b. Whether the expectation of privacy is one that society is prepared to recognize as 
reasonable. 


3. In Katz v. United States, the Court stated, “the Fourth Amendment protects people, not 
places. What a person knowingly exposes to the public, even in his own home or office 
is not a subject of Fourth Amendment protection...But what he seeks to preserve as 
private, even in an area accessible to the public, may be constitutionally protected.” 


H. Open Fields (1.2.4 f) 


1. The “open fields” doctrine authorizes officers to enter and search an “open” field outside 
of the curtilage without a warrant (Hester v. United States). 


2. In Oliver v. United States, the Court ruled that law enforcement officers do not need a search 
warrant or probable cause to conduct a search of a field which is not only in a secluded area, 
but fenced in with locked gates and “No Trespassing” signs posted at regular intervals. 

a. In Oliver, the Court referred to the rule established in Hester that states, “an individual 
may not legitimately demand privacy for activities conducted out of doors in fields, 
except in the area immediately surrounding the home.” 

b. This “curtilage” as part of the home is not only separate, but distinguished from 
neighboring open fields. 

c. The Fourth Amendment protects the “curtilage” of a house and the extent of the curtilage is 
determined by factors that bear upon whether an individual reasonably may expect that the 
area in question should be treated as the home itself. 


3. In United States v. Dunn, the Court addressed the extent of “curtilage” and identified four 
factors that should be considered to resolve curtilage inquiries: 


a. The proximity of the area claimed to be curtilage to the home. 

b. Whether the area is included within an enclosure surrounding the home, 

c. The nature of the uses to which the area is put. 

d. The steps taken by the resident to protect the area from observation by passers by. 


4. The Court also indicated “the term ‘open fields’ may include any unoccupied or under- 
developed area outside of the curtilage. An open field need not be ‘open’ nor a ‘field’ as 
those terms are used in common speech.” 

I. Plain View (1.2.4 g) 
1. The “plain view” doctrine established in Coolidge v. New Hampshire and Arizona v. Hicks 


authorizes officers to seize evidence of a crime, contraband, or other items subject to official 
seizure without first obtaining a search warrant, provided that the officer has a prior 
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constitutional justification for an intrusion into an individual’s realm of privacy, and in the 
course thereof discovers a piece of incriminating evidence. 


2. In Horton v. California, the Court stated “if an article is already in plain view, neither its 
observation or its seizure would involve any invasion of privacy.” "The plain view 
doctrine is an exception to the general rule that warrantless searches and seizures are 
presumptively unreasonable" (Harris v. Commonwealth). In order to invoke the plain view 
doctrine, two requirements must be met: 


a. The officer must be lawfully in the viewing area; and 
b. The officer must have probable cause to believe the evidence is somehow associated 
with criminal activity. 


3. In Washington v. Chrisman, the Court ruled that once an officer has made a valid arrest, it 
is within that officer’s authority to maintain custody and control over the arrestee and 
monitor his or her movements. Therefore, if the arrestee requests to go into his home, the 
officer has a right to remain literally at the arrestee’s elbow, and may seize any contraband 
discovered there in plain view. 


However, officers must conduct the monitoring of arrestee movement in an objectively 
reasonable fashion. Police cannot use this rule ‘to lead the accused from place to place and 
attempt to use his or presence in each location to justify a search’ An officer cannot direct an 
arrested individual to go to another area without a legitimate reason grounded in the safety of 
the police or the public.” 


4. In Minnesota v. Dickerson, the Court adopted what most state courts have recognized as the 
“plain touch” or “plain feel” corollary to the plain view doctrine. The Court held that “if a 
a police officer lawfully pats down a suspect’s outer clothing and feels an object whose 
contour or mass makes its identity immediately apparent, there has been no invasion of the 
suspect’s privacy beyond that already authorized by the officer’s search for weapons; if the 
object is contraband, its warrantless seizure is justified by the same practical considerations 
that (exist) in the plain view context.” 


5. Consistent with the plain view doctrine, before an officer may invoke the “plain touch” 
doctrine, the government bears the burden of establishing three requirements: 


a. The officer must be lawfully in the touching area. 

b. The officer must have some independent constitutional justification for placing his or 
her hands on the property or person in question. 

c. Upon touching the area the officer must, through the process of tactile recognition, 
garner probable cause to believe the object he or she is touching constitutes evidence of 
a crime, contraband or is otherwise subject to seizure. 


6. In U.S. v. Williams the Court emphasized that the “tactile” recognition of the item as 
contraband must occur contemporaneously with the touching. 


a. The court ruled that any touching of an item or container must only last as long as 
would be necessary under Terry to complete a pat down search for weapons, and 
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officers are not permitted to fondle or otherwise manipulate an item or a container 
beyond the extent justified by the pat down search. 

b. The knowledge of the item or contents of the container must be coincidental with the 
lawful touching. 


J. Abandonment (1.2.4 g) 


1. When a person abandons property, he or she also relinquishes his or her right to any 
expectation of privacy in that property. An officer may then search and/or seize the 
property without probable cause. 


a. The Court noted there is “no seizure in the sense of law when law enforcement officers 
examine the contents of personal property after it has been abandoned” (Hester v. U.S.). 


b. In Virginia, to demonstrate abandonment the government must establish by a preponderance 
of the evidence that the defendant's voluntary words or conduct would lead a reasonable 
person in the searching officer's position to believe that the defendant relinquished his or her 
property interests in the item searched or seized. Because this is an objective test, it does not 
matter whether the defendant harbors a desire to later reclaim an item; we look solely to the 
external manifestations of his intent as judged by a reasonable person possessing the same 
knowledge available to the government agents. 


2. The Court held that Fourth Amendment does not prohibit a warrantless search and seizure of 
garbage left for collection outside the curtilage of one’s home (California v. Greenwood). 


K. Non-Governmental Searches 


1. The principles of the Fourth Amendment relating to search and seizure do not apply to private 
action. They have been consistently interpreted to prohibit only unreasonable government 
actions; and are “wholly inapplicable to a search or seizure, even an unreasonable one, effected 
by a private individual not acting as an agent of the government or with the participation or 
knowledge of any governmental official.” 


2. In Skinner v. Railway Labor Executives Ass’n, the Court stated “whether a private party should 
be deemed an agent or instrument of the Government for constitutional purposes necessarily 
turns on the degree of the Government’s participation in the private party’s activities...a 
question that can only be resolved ‘in light of all the circumstances.” 


3. In Jarrett v. Commonwealth the Appeals court adopted a two-part test to help determine 
whether a person was acting as a government agent while conducting a search. Under that test 
a trial court looks at 1) whether the government knew of and acquiesced in the search, and 2) 
whether the search was conducted for the purpose of furthering the private party's ends. 
However, the inquiry does not stop there; we must also consider "whether the private party 
acted at the request of government and whether the government offered a reward.” 


4. If a private person conducts an unlawful private search with any of the aforementioned 
relationships existing between the police and the person effecting the search or seizure, the 
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Fourth Amendment’s Exclusionary Rule will bar the admissibility of any evidence obtained. 
Alternatively, if it is found that the police had no significant connection with the private 
search or seizure, or any knowledge of it until after the fact, the evidence delivered to them 
may be admitted. 


L. Consent Search Procedures (1.2.4 a) 


1. The person’s consent must be clear, unequivocal, intelligent and voluntary. 

2. Officers requesting consent shall take care to avoid the appearance of coercion in 
obtaining such consent. 

3. When requesting consent to search, officers shall exercise certain precautions to 
minimize the likelihood of an individual claiming coercion, as follows: 

a. Limit the number of officers present to those necessary to ensure officer safety. A 
minimum of one additional officer should be present to serve as a witness to the 
consent in the event of a future challenge. 

b. Avoid unnecessary display of weapons and formulate the request in words that would 
genuinely indicate a “request” as opposed to a “command”. 

4. Permission to enter is not permission to search and officers must independently request 
consent to search and the person must specifically give such consent. 

5. An individual with custody of personal property belonging to another cannot consent to 

its search unless he or she has been given full control over the property. 

6. Consent by a person having only limited custody and control, such as for storage or 
shipment, is not valid. 

7. Consent to search may be withdrawn at any time prior to or during the search. If a 
consent search results in the discovery of a seizable item before consent is withdrawn, 
the item is considered legally seized and will be admissible in a prosecution. 

8. The moment consent is withdrawn the officer conducting the search must honor the 
withdrawal and immediately cease searching activities. The search may only continue if 
another exception to the warrant requirement exists or if authorized by a search warrant. 


M. Vehicle Search Procedures (1.2.4 c) 
1. There are five instances when a warrantless search of an automobile may be permitted: 


a. Following a motor vehicle stop: 

1. The officer can ask the driver to exit the vehicle for the officer’s protection. 

2. An officer may conduct a limited search of persons and the vehicle when the 
appearance or conduct of passengers suggests a weapon is present. An officer may 
perform a pat down of occupants and/or a limited search of the area in which the 
officer observed attempts to hide something and the officer has subjective fear for 
his or her safety which is objectively reasonable. 

b. Plain view/ plain smell observation of suspected contraband. 

c. Where probable cause exists to believe that an automobile contains contraband or 
evidence of a crime. 

d. Pursuant to valid consent by the owner or operator of a vehicle, provided the operator 
has the authority to consent to the search. 

f. Lawful inventory of a motor vehicle. 
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N. Crime Scene Searches (1.2.4 d) 


1. A search of a crime scene where there is no expectation of privacy (e.g., a public street, 
public park, non-fenced open field or place of public resort) can be made without a 
warrant or consent. Crime scene searches of private property where there is a reasonable 
expectation of privacy can be made with consent. We recommend written consent. 


2. In the absence of exigent circumstances or consent, a warrant is required. Doubt regarding 
the need for a search warrant should be resolved in favor of obtaining a warrant. 


APPROVED: Meise Ge, Mook? 
Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Social Networking ADM 47 
Effective: 01.29.16 4 pages 
Supersedes: | 05.02.12 CALEA: NA 

APPROVED: Dennis A. Mook, Chief of Police 


PURPOSE: To establish policy concerning personal web pages, internet sites, and other forms of 
electronic communication when referencing or negatively impacting the Police Department, and to 
ensure employees use appropriate discretion so as not to discredit themselves or the department. 


To clearly identify prohibited activities by Department employees on social networking, web sites, and 
other means of electronic communication, both on and off duty, and to provide guidelines for officers 
in applying rules of conduct to their online content. 


To protect the department and its employees from harm as the result of inappropriate postings or 
inadvertent harmful postings. 


To maintain order and discipline within the department, ensure efficient operations, and maintain 
community trust and respect. 


Professionalism, ethics, and integrity are of paramount importance to law enforcement. To achieve and 
maintain the public's highest level of respect, we must place reasonable restrictions on employee 
conduct, as supported by case law, and adhere to these standards of conduct whether on or off duty. An 
employee's actions must never bring the department into disrepute, nor should conduct be detrimental to 
its efficient operation. 


To ensure that the release, either directly or indirectly, of information concerning crimes, accidents, 
investigations or violations of ordinances or statutes, to persons outside the department is not contrary to 
the law and department policy, and that all employees treat as confidential official department business. 


POLICY: The use of internet social networking, other social media outlets (Face Book, newspaper 
article comments, Twitter, etc.) and other forms of electronic data communication are popular activities, 
however, employees must be mindful of the negative impact of inappropriate or unauthorized postings 
which reflect upon the department and its relationship with the community. This general order identifies 
prohibited employee activities on such web sites, or through electronic communication, and supplements 
ADM-01, Rules of Conduct. 


I. Prohibited Activity and Guidelines 
A. Except in the performance of an authorized duty employees, whether using their own name or a 
screen name, shall not post, transmit, reproduce, or disseminate information (text, pictures, video, 
audio, etc.) to the internet or any other forum (public or private) that would tend to discredit or 


reflect unfavorably upon the department or department employees. 


B. Except in the performance of an authorized duty, employee use of department computers to access 
social networking sites, blogs or bulletin boards is prohibited. 
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C. Posting the following types of criminal justice information to social networking sites is explicitly 
prohibited: 


1. Confidential, sensitive, or copyrighted information to which you have access due to your 
department employment. 

2. Data from a criminal or administrative investigation including photographs, videos, or audio 
recordings. 

3. Photographs of suspects, arrestees, or evidence. 

4. Personal statements about on-duty use of force incidents or calls for service. 

5. Comments related to pending prosecutions. 


D. Employees are prohibited from posting content that is inconsistent with their obligations and duties 
as a department member. Racist or sexist comments, comments insulting groups, city residents or 
the general public on the basis of national origin, religion, disability, or any other legally prohibited 
basis, all tend to undermine the public trust and confidence required from yourself, fellow officers, 
and the department. 


E. Employees are prohibited from posting, transmitting, or disseminating pictures or videos of official 
department training, activities, or work related assignments without the express written permission 
of the Chief of Police or his or her designee. 


F. For safety and security reasons the department cautions personnel not to disclose their departmental 
employment, nor shall employees post any information pertaining to other department employees 
without their permission. As such, personnel are cautioned not to: 


1. Display department logos, uniforms, or similar identifying items on personal web pages. 

2. Post personal photographs or provide similar means of personal recognition that may cause 
individuals to identify you as a police officer. Officers who are, or who may reasonably be 
expected to work in undercover operations, shall not post any form of visual or personal 
identification. 


G. If you identify yourself as a department employee, be clear that you are expressing your own views 
and not those of the city or the department. Do not give the appearance that you are speaking or 
acting on the city’s or department’s behalf. 


H. Negative or inappropriate comments about the department’s internal operations, investigations, 
claims, criminal or civil suits, or regarding specific conduct of supervisors or peers that impacts the 
public’s perception of the department is not protected First Amendment speech in accordance with 
established case law. Officers in other jurisdictions have been terminated for making such comments. 


I. If your co-workers are included in your social network, ensure that your content is consistent with 
city policy regarding how to treat co-workers. For example, do not post content that would violate 
the city’s policy against sexual harassment or racial intolerance. 


J. If you appear in uniform you have created a link between your online content and your employment. 
K. Your posted content, whether using your name or a screen name, has the potential to be shared 
broadly, including with individuals with whom you did not intend to communicate. Opposing 


counsel may subpoena your posts if they are relevant to a lawsuit related to your official duties. 
Counsel may also use your posts to impugn your reputation or to show bias. 
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L. Employees may comment on issues of general or public concern (as opposed to personal work- 
related complaints) so long as the comments do not disrupt the workplace, interfere with 
important working relationships or efficient work flow, or undermine public confidence in the 
officer. These instances must be judged on a case-by-case basis. 


1. Matters of public concern are those matters of interest to the community as a whole, whether 
for social, political or other reasons. 

2. Officers have a statutory right to express opinions on matters of public concern to state or 
local officials (Virginia Code §15-2-1512.4). 

3. Examples of local issues of general or public concern include the budget, spending priorities, 
any question scheduled for a public hearing, illegal discrimination, malfeasance on the part of 
government officials, fraud, abuse or gross mismanagement (City Code § 2-114, Political 
Activities Restricted). 


M. Due to increased scrutiny of police officer posts to social networking sites by opposing attorneys 
we strongly discourage you from posting information regarding off-duty activity that may tend to 
bring your reputation into question, even if taken out of context. Attorneys can use such 
information for impeachment purposes. 


N. The department may investigate posts or electronic communications, or accessing sites deemed 
inappropriate, bringing discredit to this department or to a department employee, whether on or off- 
duty, through criminal or administrative means and may result in disciplinary action up to and 
including termination, and/or loss of legal defense, and/or loss of the City’s self-insurance coverage 
under the City’s Finance Procedure 4.1, as amended. 


II. Department Sanctioned Presence 
A. Determine Strategy 


1. Where possible, each social media page will include an introductory statement that clearly 
specifies the purpose and scope of the agency’s presence on the website. 

2. Where possible the page(s) should link to the Department’s official website. 

3. Personnel shall design social media page(s) for target audience(s) such as youths or potential 
police recruits. 


B. Procedures 


1. The Chief of Police or his or her designee will approve all department social media sites or 
pages administered by department personnel. 
2. Where possible, social media pages shall clearly indicate that the Department maintains them 
and shall prominently display department contact information. 
3. Social media content shall adhere to applicable laws, regulations and policies, including all 
information technology and records management policies. 
a. Content is subject to public records laws. Relevant records retention schedules apply to 
social media content. 
b. Personnel must manage, store and retrieve content in compliance with open records and 
e-discovery laws and policies. 
4. Where possible, social media pages should state that the opinions expressed by visitors to the 
page(s) do not reflect the opinions of the department. 
a. Pages shall clearly indicate the department will monitor posted comments and reserves the 
right to remove obscenities, off-topic comments, and personal attacks. 
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b. Pages shall clearly indicate that any content posted or submitted for posting is subject to 
public disclosure. 


C. Department Sanctioned Use 


1. Department personnel representing the department via social media outlets shall: 

a. Conduct themselves at all times as department representatives and, accordingly, shall 
adhere to all department standards of conduct and observe conventionally accepted 
protocols and proper decorum. 

b. Identify themselves as a department member. 

c. Not make statements about the guilt or innocence of any suspect or arrestee, or comments 
concerning pending prosecutions nor post, transmit, or otherwise disseminate confidential 
information including photographs or videos, related to department training or work 
related assignments without express written permission. 

2. Employees shall observe and abide by all copyright, trademark, and service mark restrictions 
in posting materials to electronic media. 


III. Potential Uses 
A. Social media is a valuable investigative tool when seeking evidence or information about: 


. Missing persons; 

Wanted persons: 

. Gang participation; 

. Crimes committed online (e.g., cyber bulling, cyber stalking); and 

. Soliciting tips about unsolved crimes (e.g., Crimestoppers, text-a-tip). 


JAWNE- 


B. The department can use Social Media for community outreach and engagement by: 


1. Providing crime prevention tips; 
2. Offering online reporting options; and 
3. Sharing crime maps and data. 


C. The department can use social media to make time sensitive notifications related to: 
1. Road closures; 
2. Special events; 
3. Weather incidents; and 


4. Missing or endangered persons. 


D. Persons seeking employment use the internet to search for opportunities and social media can 
be a valuable recruitment mechanism. 


APPROVED: £ lunia Ce, Meek? 
Dennis A. Mook, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Non-Exempt Sworn Personnel Time Sheets ADM | 48 
Effective: 06.30.16 6 pages 
Supersedes: New VLEPSC: N/A 

APPROVED: Tonya, Chapman, Chief of Police 


PURPOSE: To provide sworn non-exempt employees with guidelines for the proper documentation of 
hours worked, court time, leave and training time. 


POLICY: In accordance with City Administrative Policy #8, it is this Department’s policy to maintain 
an accurate timekeeping system with defined responsibilities and accountability. It is the individual 
employee’s responsibility to ensure that he or she accurately records all time worked on the “Portsmouth 
Police Department Sworn Personnel Time and Attendance Record,” also referred to as the “time sheet.” 
I. Responsibilities: 


A. Sworn Non-Exempt Employee 


1. Complete the time sheet fully and accurately and provide all required information. The time 
sheet is a permanent record of time worked and is an official document. 


2. Enter actual times worked using standard military time. Employees must enter all hours 
worked on the time sheet on a daily basis, not at the end of the pay cycle. 


3. Account for all compensable time as hours worked, including overtime, court time, approved 
out of town travel time, special events, sick and annual leave, and accurately and properly 


code it. 


4. Provide an explanation on the time sheet for overtime, training, holidays, etc., including the 
name of the supervisor approving any overtime. 


5. Submit the signed time sheet to your supervisor according to departmental deadlines. If you 
fail to submit your time sheet by the deadline, you will be paid for your standard work hours. 


Overtime will not be paid until the next pay period. 


6. Complete and submit a time sheet before going on leave or before the deadline if you will be 
off duty or on leave on the due date for time sheet submittal. 


B. Supervisor 


1. Review submitted time sheets for completeness, accuracy, overtime authorization and use, and 
ensure that all employees sign their time sheets. 


2. For employees on long-term absence, ensure that a time sheet is submitted. Indicate on the 
time sheet that the employee is on long-term absence, the type of leave being used, and write 
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“unavailable for signature” in the employee signature space. 


3. Upon review and approval, sign all time sheets and submit them to payroll no later than 1000 
hours the Monday following the end of the pay period. Missing or late timesheets will be 
collected by the supervisor, reviewed and signed, then submitted to Payroll. When Payroll 
staff imposes alternate deadlines, supervisors shall submit time sheets as directed. 


4. Review this policy and proper time sheet completion with all recruits in field training assigned 
to you during their first training evolution. Document such training in the Police Training 
Officer package. 


C. Training Unit 


1. The Training Division will ensure that all new sworn hires assigned to them receive time sheet 
training from a member of the Police Fiscal Unit. The Training Division will document this 
training in the individual’s training record. 


Il. Time Sheets: 


A. Employees are required to follow all instructions associated with the time sheet. Instructions are 
included on a tab within the electronic time sheet. 


B. In accordance with ADM-25, Additional Hours and Overtime, employees must obtain a supervisor’s 
approval prior to working overtime. However, even if approval has not been properly obtained, the 
employee must report overtime hours worked on the time sheet. The employee will note the 
approving supervisor’s name, approval date, and reason for the overtime on the time sheet. 


C. If you are required to engage in necessary electronic or telephonic work-related communications 
while off-duty (email, text messaging, phone calls, etc.), record the time spent on such 
communications on your time sheet using code 01. You should only exclude time spent on such 
communications if the activity has a duration of a few minutes or less. Necessity of any work- 
related communications is subject to supervisory review, and unwarranted off-duty communications 
will result in corrective action. 


D. If an employee or a supervisor has a question about documentation, recordkeeping, or 
compensation for hours worked, it is the employee’s or supervisor’s responsibility to consult 
with Police Fiscal Unit staff or their supervisor prior to engaging in the activity, or submitting a 
time sheet or other documentation. 


E. Compensation for Travel Time 


1. Generally, employees are not compensated for their travel time to and from home and work. 
Employees with assigned police vehicles will not claim commuting time to and from work on 
their time sheets unless they take police action en route (e.g., traffic stop, officer assist, etc.). 
The time at which the officer takes action is the time they put on their time sheet. Specific 
rules regarding travel compensation are covered in other sections of this policy. 


2. Compensability for out of city travel associated with department meetings, assignments, 
investigations, etc., shall be handled in accordance with the guidelines listed below in the 


ADM- 48 Time Sheets (06.30.16) Page 2 of 6 


Training Assignments section of this policy. 


3. Travel time associated with extraditions is compensable, not subject to the limitations set 
forth in the Training Assignments section of this policy, and officers should include all of 
this time on the time sheet. 


F. Court Attendance 


1. Employees will properly record their court time on their time sheet. Employees should record 
court appearances during regular working hours using the “on-duty” court codes, record any 
court appearances outside of regular working hours using the “off-duty” court codes. 


a. General District (Traffic, Criminal, Juvenile/Domestic Relations): Personnel shall check in 
to the Central Police Waiting Area (Room 2201) fifteen (15) minutes prior to the start of 
court. With the exception of the 11 AM and 2 PM Traffic Dockets, officers shall check in at 
0845. 


b. Circuit Court: Personnel shall check in to the Central Police Waiting Area (Room 2201) 
thirty (30) minutes prior to the start of court, the check in time is generally 0930. 


2. Ifa prosecutor places an employee in an “on call” status for a case and allows the employee to 
either stay home or to leave the court complex, this “on call” time is not compensable. The time 
is also not compensable if the employee chooses to stay at the court complex to wait. If the court 
or the prosecutor requires the employee to remain in a “wait status” within the court complex, 
the time is compensable. 


3. Only court time (including picking up and returning evidence) should be coded with court 
codes. Employees shall not document as court time the completion of case files, obtaining of 
petitions, warrants, or protective orders, etc. If an employee needs to complete such tasks 
outside of normal working hours, he or she must first obtain a supervisor’s approval and code 
it as O1 time on the time sheet. 


4. If employees attend court on their General Absence (GA) day, they are compensated for their 
average travel time to and from home. 


5. If an employee attends court on his or her regularly scheduled workday, but outside of their 
regularly scheduled work hours, he or she shall be compensated for average travel time to 
and from home, except: 


a. Ifan employee’s court obligations are not completed by the time their regular shift begins, 
the employee will not be compensated for travel time, before or after court. 


b. If an employee opts to remain at or near the work place following court awaiting their 
regular work shift, rather than return home, the employee will not be compensated for 


travel time, before or after court. 


c. If after securing from regular duty, an officer chooses either to remain at or near the 
workplace for their own convenience until time for court (not performing work), or the 
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employee stays on the clock, the employee will not be compensated for any travel time, 
before or after court. 


6. Night shift officers having court starting no later than 1000 hours, may stay on-duty from the 
time that their regular shift ends in the morning until court begins. Officers choosing to stay 
on duty must perform work during the time they are being paid, and travel time for going 
home is not compensated. Officers will obtain a supervisor’s approval of the work they will 
perform and place the supervisor’s name in the time sheet’s comment section. Officers 
electing to stay on-duty should code the gap time hours as code 01 on their time sheet. 


G. Training Assignments 


1. Employee time sheets must accurately reflect the actual time spent in training. Ten and 
twelve-hour employees are authorized to work additional hours to ensure they make up any 
missed work hours under the following guidelines: 


a. Ten and twelve hour employees having full-day training assignments with a duration of 
one to three consecutive days are authorized to work additional hours to reach their 
normal number of scheduled hours for that particular day, provided that they have 
coordinated their work schedule in advance with their immediate supervisor. 


b. The additional hours are authorized solely for the purpose of ensuring that the officer 
reaches his or her number of regularly scheduled hours, and should not be used to accrue 
overtime for any particular day. For additional work hours to be authorized under this 
policy on any given training day, the total number of training hours, court hours, 
compensable travel time, and additional work hours should not exceed the officer’s 
normal number of scheduled work hours for that particular day. 


c. The additional work hours should be coded as 01 time. The nature of the work activity 
that was conducted should be explained in the comments section of the time sheet. 


d. Employees with partial day training assignments, or full-day training assignments with 
duration of four or more days, should coordinate adjustment of their work schedule with 
their immediate supervisor to minimize overtime. 


2. Meal breaks of 30 minutes or longer during departmental training are generally not 
compensable, and employees should not include these lunch break hours on their time sheets 
as compensable time. If an employee is required to perform work during the meal break, the 
meal break is compensable and should be reported as work time on the time sheet. 


3. Travel time for training assignments NOT requiring an overnight stay: 

a. If an employee attends a training assignment on his or her usual GA day, he or she will be 
compensated for his or her average travel time to and from home. When an employee’s GA 
day(s) has been rescheduled to another day within the same pay cycle, compensation for 
travel shall be treated as if the training day is a regularly scheduled work day. 

b. If an employee commutes to out of city training on a regularly scheduled work day, he or 


she will be compensated for the difference between the times it normally takes to travel to 
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and from work and the time it takes to travel to and from the training site. Police recruits 
who are attending the regional police academy will not be compensated for travel time. 


c. If an employee attends training within the City of Portsmouth on a regularly scheduled 
work day, he or she will not be compensated for travel time. 


d. If an employee attends a partial-day training assignment and also works regular duties on 
the same day, travel time for the training assignment is compensable provided that the 
employee returned home between the training assignment and the regular scheduled work 
assignment. 


4. Travel time for out-of-town training assignments requiring an overnight stay: 


a. Employees who are passengers in an automobile, bus, train, or airplane will receive 
compensation for travel time up to a maximum of their normal number of scheduled work 
hours on any given day. The travel time will be compensated regardless of whether or not 
the employee worked or attended training on the same day as the travel. 


b. An employee who is driving will be compensated for travel time during all of the time that 
he or she is driving to or from home for the out-of-town training assignment. 


c. For purposes of travel time compensability associated with overnight travel, travel time begins 
when an employee leaves his or her home, and ends when he or she arrives at the hotel or 
training site, whichever occurs first. For the return trip, travel time begins when an employee 
leaves the hotel or training site and ends when he or she arrives home. 

d. Employees attending out-of-town training and their supervisors shall coordinate in advance 
their anticipated travel time and training schedule to allow for adjustment of the employee’s 


work schedule as a means of minimizing overtime. 


e. Questions regarding compensability of travel time should be directed to Police Fiscal Affairs 
well in advance of the travel. 


H. Callback 


1. On-call employees who are called in to work at a time when they would otherwise be off duty 
will be compensated for travel time both to and from work. 


2. If the callback hours extend into regular working hours, travel time will be compensated only for 
travel time from home to work. 


3. Oncall employees who are called to an incident while on-duty, but then must stay beyond the 
end of their regularly scheduled hours, will not be compensated for travel time. 


I. City Sponsored Part-Time, Voluntary Overtime Shifts, and Special Events 


1. Officers working city sponsored part-time assignments must ensure that the hours reported on 
their time sheet are consistent with the hours recorded by the coordinator of the part-time event. 
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2. Officers working city sponsored part-time assignments, voluntary overtime shifts, and special 
events will not be compensated for travel time. 


IV. Compliance 


Failure to comply with this policy will result in disciplinary action being taken in accordance with the 
City’s Employee Standards of Conduct. 


APPROVED: ceat Se ee 


Tonya D. Chapman, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Body Armor ADM | 49 
Effective: 03.12.12 3 pages 
Supersedes: | New CALEA: 41.3.5, 41.3.6 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To provide officers with guidelines for the proper use and care of body armor. 
POLICY: The Portsmouth Police Department strives to maximize officer safety through the use of 
body armor in combination with prescribed officer safety procedures. While body armor provides a 
significant level of protection, it is not a substitute for the observance of officer safety procedures. 


DEFINITIONS: 


Patrol/Field Activities: Regular duty assignments and/or tasks that place, or could reasonably place, 
officers in situations that require them to act in enforcement rather than administrative or support 
capacities. 

PROCEDURES: 

I. Body Armor Issuance 

A. The Property Management Unit (PMU) will issue all officers agency approved body armor just 
prior to graduation from the Police Academy. The unit will also issue body armor to Animal 
Control Officers and Security Guards. 

B. All issued body armor will comply with protective and related requirements prescribed under 
current National Institute of Justice standards. The Department will replace body armor failing 
to meet standards (e.g., expiration date). 

C. The Police Department will replace damaged or worn body armor. If an officer requires 
replacement body armor due to his or her misuse or abuse of issued body armor, he or she will 
bear the cost of such replacement. (41.3.5) 

II. Body armor use (41.3.5) 

A. Officers will wear only department issued or approved body armor. 

B. Recruit officers will wear body armor during both classroom and field training. 

C. Officers assigned to uniformed functions, and non-uniformed sworn officers, are required to 


wear body armor while engaged in field activities both on and off-duty and during off-duty 
employment unless exempt as follows: 
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HI. 


. Every member of the department involved in pre-planned high risk situations such as the service 


of a search and/or arrest warrant regardless of the offense, whether or not an officer is a member 
of an entry team or serving in an assist capacity, will wear body armor. (41.3.6) 


Every officer involved in a tactical field situation in which a reasonable threat of great bodily 
injury or death to an officer exists, or may develop, shall wear body armor. (41.3.6) 


Any on-scene incident commander can mandate the wearing of body armor. (41.3.6) 


. The Chief of Police may, at his or her discretion, determine that the wearing of body armor is 


mandatory for any officer engaged in any assignment, whether in uniform or plain-clothes. In 
addition, the Chief of Police may, at his or her discretion, determine those specific 
circumstances, situations, or assignments in which the wearing of body armor is mandatory. 


. Officers normally assigned to administrative duties are authorized to wear the department issued 


tactical outer carrier vest when conducting field operations. The vest must contain the issued 
ballistic panels and plates, and officers must openly display a badge or other police identification. 


Those officers or detectives who do not normally wear body armor will carry it in their police 
vehicles, out of sunlight, and have it available for immediate use. (41.3.5) 


Body armor inspection 


A. 


Supervisors are responsible for ensuring that officers wear and maintain body armor as required 
by this policy through routine observation and periodic documented inspections. 


Supervisors will conduct annual inspections of body armor to determine fit, cleanliness, and 
signs of damage, abuse or wear. 


Officers are responsible for the proper storage, maintenance and care of body armor in 
accordance with manufacturer’s instructions. 


. Officers will report damage or excessive wear of ballistic panels, plates, or vest cover to their 


supervisor and to the PMU Sergeant. 
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IV. Responsibilities 


A. The PMU Sergeant is responsible for monitoring technological advances in the body armor 
industry that may necessitate a change in department issued body armor. 


B. The PMU is responsible for determining yearly needs based upon the expiration date of all 
issued vests and to ensure “expired” vests are replaced. The Unit will also make notifications to 


officers of vendor vest fittings. 


C. The range master shall regularly assess weapons and ammunition currently in use, and the 
suitability of approved body armor to protect against those threats. 


D. The range master shall maintain statistics on incidents where body armor has or has not protected 
our officers from harm, including traffic accidents. 


Approved: 


Edward G. , Chief of Police 
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General Orders Manual 


Portsmouth, Virginia Police Department 


Budget Preparation ADM 50 
Effective: 03.05.12 1 page 
Supersedes: New CALEA: 17.1.1, 17.2.1, 17.2.2 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish policy and procedure for preparation of the Police Department budget. The 
budget is prepared under the direction of the City Manager under the procedures detailed below. 


POLICY: It is the Police Department’s policy to prepare a budget each year to plan and account for its 


expenses. 
PROCEDURES: 


I. Budget Preparation 


A. The office of the City Manager provides guidance for each city department for preparation and 
submission of its budget. The Department will conform with this guidance. 


B. The Chief of Police is designated by the City Manager with the authority and responsibility for 
the fiscal management of the Police Department. 


(17.1.1) 


C. The Chief of Police is responsible for budget preparation and management for the Police 


Department. 


(17.2.1) 


D. Internally, under the guidance as published by the City Manager, each component of the 
Department will submit its budget request through the chain of command to the Chief for review. 


(17.2.2) 


APPROVED: 
Edward G. is, Chief of Police 
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Portsmouth, Virginia Police Department 
General Orders Manual 


Exercise Facility ADM 51 
Effective: 01.27.12 3 pages 
Supersedes: | New CALEA: NA 

APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: To establish procedures for the conduct and safety of personnel using the Portsmouth 
Police Department’s exercise facility located at 309 Columbia Street. 


POLICY: Only those employees authorized by the Chief of Police can use the exercise facility. The 
facility is available for use 24 hours per day for personnel convenience. 


PROCEDURES: 
I. Access: 


A. Employees will access the facility from the exterior door on the east side of the building only. 
This is controlled by a key card. 


B. No one will access the exercise facility through the main training unit facility during normal 
business hours so classes are not disturbed. 


C. Each employee will attend a familiarization course before utilizing the exercise facility. Only 
after this training is completed will the employee’s access card be activated. 


II. Rules: 
A. Employees will wear appropriate attire while using the facility: 


No bare feet 

No hard soled shoes 

No ripped up shirts, cut offs 

No ragged sweat suits 

Employees will wear shirts at all times 


UR U N E 


B. Towels, not provided by the department, are required. Employees will wipe perspiration from 
equipment after use. Employees will use towels on equipment when necessary to protect against 
skin contact and counteract any health concerns. Any towels left behind will be discarded. 


C. Employees will immediately report equipment damage to the Training Unit Commander during 
normal business hours. After hours, employees will immediately report equipment damage to 
the on-duty Uniform Patrol Shift Commander. The Shift Commander will send an email to the 
Training Unit Commander as a notification. The equipment will be tagged and deemed 
inoperable until an inspection can be completed. 
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D. Employees will return any equipment they move to its proper place after each use. No 
equipment shall be removed from the facility without authorization from the Training Unit 
Commander. 


E. The following are strictly prohibited: 


1. Noise that is excessive or disruptive to business operations or others (i.e., cursing, 
yelling) 

2. Loud music; 

3. Using any type of tobacco products; 

4. Posting any unauthorized information, pictures or literature. 


F. No food allowed in the facility. Water is allowed only in a closed capped non-breakable 
containers. 


G. Personnel on light duty or no duty status, and those on “other non-work related medical 
restrictions” are not allowed to use the facility. 


H. Employees will use caution when using free weights for bench press, squats and leg press when 
alone in the conditioning room. Employees using heavy weights on these machines will use a 
spotter. 


I. All personnel will follow the Standards of Conduct while utilizing the exercise facility. 


J. Division Commanders can grant permission for personnel to utilize the facility on duty as long as 
it does not interfere with normal work assignments, create an overtime situation or exceed more 
than three (3) times per week. Working out during lunch hour is not compensable and is not 
covered under Worker’s Compensation if injured. Civilian Employees are not eligible for 
compensation as maintaining physical fitness is not a condition of their employment and 
therefore is not covered by Worker’s Compensation. 


K. No guests are allowed in the facility. 


III. Maintenance of Equipment and Facility 


A. Maintenance of the physical conditioning area is the responsibility of all personnel utilizing the 
facility. The Portsmouth Police Department Training Unit shall directly manage the facility. All 
personnel using the facility will conform to the following rules: 


1. Detached lifting (free) weights shall not be dropped or left on the floor; 

2. When not being used, all physical conditioning equipment must be returned to its proper 
place. Exercise machines that rely on weight plates for loading shall be left unloaded 
upon completion of the user’s exercise program. All weight plates will be returned to the 
storage racks; 

3. All physical conditioning areas must be kept neat and orderly at all times. Employees 


will wipe down exercise equipment prior to moving to another piece of equipment; 


ADM51- Exercise Facility (01.27.12) Page 2 of 3 


B. The Training Unit Commander must authorize the posting of any information or literature 
relevant to physical conditioning. 


C. The Training Unit Commander/Designee is responsible for conducting periodic inspections of all 


physical conditioning areas to identify any necessary repairs or replacement of worn or damaged 
equipment. 


Approved: 


Edward G. , Chief of Police 
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Portsmouth, Virginia Police Department 
Department Organization 


Early Intervention System ADM 52 
Effective: 07.01.14 4 pages 
Supersedes: | New CALEA: 35.1.9 


APPROVED: Edward G. Hargis, Chief of Police 


PURPOSE: The Personnel Early Intervention System (EIS) is designed to assist the department 
in identifying commendable performance, problematic behavior, and liability concerns, and to 
achieve a higher level of accountability among our officers and supervisors. 


GENERAL: The intent of the EIS is to provide a consistent means by which patterns of 
commendable of unacceptable are identified and handled as soon as possible. To accomplish 
this, the EIS specifies criteria that could indicate a pattern of member behavior that is either 
commendable or inconsistent with the Department’s mission. The individual events that 
comprise the criteria are then reviewed to determine whether a commendable or negative 
situation exists and, if so, what measures are appropriate. 


The EIS exists for the positive benefit of department members and is not a disciplinary process. 
Any discipline will be the result of an individual event, NOT an EIS alert. Accordingly, the 
outcome of any EIS review shall not be considered against Department members for the purpose 
of performance appraisals, discipline, requests for transfer, eligibility for promotion or career 
development. 


PROCEDURES: 
I. REVIEW CRITERIA 
A. PSU will initiate an Early Intervention Review when a member: 


1. Receives two citizen complaints or administrative ordered investigations within a 
twelve month period, regardless of the disposition of those complaints. 


2. Submits three Use of Force Reports, not arising from the same incident, within a six 
month period. 


3. Receives three chain of command disciplinary actions within a twelve month period. 
4. Is directly involved with three injured prisoner situations within a twelve month period. 
5. Is involved in three city vehicle crashes within a twelve month period. 


6. Has two accidental discharges of their firearm within a three year period. 
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7. Is directly involved with three City Damage to Property situations within a twelve 
month period. 


8. Initiates four vehicle pursuits within a twelve month period. 
9. Receives two commendations within a twelve month period. 


10. Has six or more of any combination of items 1-9, listed above, within a six month 
period. 


Il. REVIEW AND REPORTING RESPONSIBILITY 
A. Professional Standards Unit (PSU) 


1. When PSU software indicates an EIS alert, the PSU Commander will review the 
member’s file to verify the alert. 


2. Ifthe alert is verified, the PSU Commander will notify the member’s Chain of 
Command up to the Bureau Commander. 


3. Ifthe alert involves an auxiliary officer, PSU will notify that member’s COC and the 
Auxiliary Unit Commander. It will be the COC’s responsibility to respond to the 
alert. If a department member is on a collateral team (e.g., SWAT) PSU will also 
notify the collateral unit and division commanders of the alert. 


B. Bureau Commander 


1. The Bureau Commander will ensure that the officer’s first and second level 
supervisors are aware of the alert and that a report is completed within 15 calendar 
days detailing actions taken, if any. The Chain of Command may decide that no 
action is needed, issue a Commendation letter, or that an intervention is required. The 
Bureau Commander will approve the course of action and ensure a report is 
completed and forwarded to PSU within 10 calendar days. 


C. Immediate Supervisor 


1. The member’s immediate supervisor shall review the events that initiated the alert, 
and; 


2. Review the member’s peripheral performance measures. The supervisor shall 
consider these measures when determining if an Intervention is needed. These 
measures include but not limited to: 


a. Allegations of Misconduct 


b. Use of Force Reviews 
c. Preventable motor vehicle accidents 
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Civil Litigation 

Notices of Intent to Sue 

Abuse of Sick Leave 

Habitual Tardiness 

On-going poor performance or sudden poor performance 
Inability to effectively work with co-workers 
Unusual Behaviors 

Injured Prisoners 

Discretionary Arrests 

Incidents involving workplace violence 
Being the subject of a criminal investigation 
Being the subject of a restraining order 
Reports of prisoner problems and complaints 
In car camera speed alerts 

Proactive policing performance 

Past Performance Evaluations 

Geographic area the officer is working 
Job/Unit Assignment 

Peer Performance measures 

Missed court appearances 


ex Prey reapona grr Tram e 


D. Second Level Supervisor 


1. The second level supervisor shall discuss the findings of the immediate supervisor and 
determine if a Commendation Letter or an Intervention is needed. 


2. In instances where no Intervention is warranted, the second level supervisor will ensure 
the EIS alert form is completed and forwarded to the Bureau Commander within seven 
calendar days. In all cases of verified commendable alerts, a Commendation Letter shall 
be issued. 


E. Intervention Review 


1. If the second level supervisor determines an intervention is required, the first and second 
level supervisor will discuss the alert and peripheral performance measures with the 
member that led to the review. Corrective actions, if needed, may include remedial 
training, professional counseling, or performance improvement measures. If deemed 
appropriate supervisors may create an action plan. 


2. If an Intervention is conducted, the first level supervisor will prepare a letter detailing the 
events surrounding the alert and corrective actions and issue it to the member. If it is 
decided that an action plan will be implemented the effected department member will be 
provided the action plan for them to keep. They will sign the action plan and a copy shall 
be routed back to PSU. 
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3. Bureau Commanders will determine guidelines for monitoring and follow up. 
F. Commendation Letter 


1. If the second level supervisor determines a Commendation Letter is appropriate, the first 
and second level supervisor will prepare a letter detailing the events surrounding the alert 
and issue it to the member. 


2. The supervisor shall forward a copy of the letter through the Chain of Command to the 
Chief of Police and to PSU for inclusion into the employee’s file. 


G. Recordkeeping 


1. PSU shall maintain documentation of Early Intervention Alerts and Interventions for a 
period of one year and, at that point, shall destroy it. Although EIS alerts are considered 
personnel information, Early Intervention Alerts and Interventions shall not be made part 
of the employee’s personnel file at any time. 


2. PSU shall maintain Commendation Letters and they will be kept in the PSU employee 
file permanently with a copy sent to Police Human Resources for the employee’s 
personnel file. 

H. Annual Review 

1. The PSU Commander will evaluate and analyze the Early Intervention System for each 

calendar year and complete a report of the program to the Chief of Police in the PSU 


Annual Report. The EIS report shall identify patterns or trends, if any, and address 
corrective actions taken and future mitigation plans. 


APPROVED: 
Edward G. Ha hief of Police 
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